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of Microsoft Excel, the most popular and power- 
;ram in the world. You may ask: "What is a 
"spleadsheet program? " ^spreadsheet program is a computer program that 
features a huge grid designed to display data in rows and columns. You can 
use it to perform mathematical, logical, and other types of operations on the 
data you enter. You can sort the data, enhance it, and manipulate it in a 
plethora of ways — including creating powerful charts and graphs from it. 
Whether you need a list of names and addresses or a document to calculate 
next years sales revenue based on prior years performance, Excel is the 
application you want to use. 



About This Book 

This book provides the tools you need to successfully tackle the potentially 
overwhelming challenge of learning to use Microsoft Excel. In this book, you 
learn how to create spreadsheets; however, what you do with them is totally 
up to you. Your imagination is the only limit! 

Why \lou Need This Booh 

Time is of the essence, and most of us don't have the time to do a lot of 
reading. We just need to get a task done effectively and efficiently. This book 
is full of concise, easy-to-understand steps designed to get you quickly up 
and running with Excel. It takes you directly to the steps for a desired task 
without all the jibber-jabber that is often included in other books. 

Even if you've used Excel in the past, Excel 2007 brings many new features 
and major changes to existing features. This book helps ease the transition 
from the previous Excel version. 




ntroduction 



Conventions used 
in this book 

"^When you should type something, I put it in 
bold typeface. 

For menu commands, I use the C> symbol to 
separate menu options. For example, the 
directions "Choose InsertolllustrationsO 
Picture" is saying, "Click the Insert tab and 
then from the Illustrations group, click the 
Picture option." 

In some figures, you see circled items. This is 
done to help you locate items mentioned or 
referred to in the text. 

This icon points out tips and helpful sug- 
gestions related to the current task. 
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HouL This Book 1$ Organized 

DropBooEs, 



:o 25 different chapters broken into 6 



convenient parts: 



Part 1: Putting Excel to Work 

In Chapter 1, you uncover the basics of working with Excel 
files, such as opening, closing, and saving files. In Chapter 2, 
you work with entering the different types of data into Excel 
worksheets, and in Chapter 3, you create various types of 
formulas and functions to perform worksheet calculations. 
Chapter 4 shows you how to protect your work with Excel's 
security features. 

Part 11: Sprucing Up \lour Spreadsheets 

Chapters 5 and 6 both show you how to dress up the data 
you enter into a worksheet using data alignment, formatting 
values, fonts, colors, and cell borders. In Chapter 7, you work 
with graphics such as arrows and clip art. Then, in Chapter 8, 
you begin to use workbooks consisting of multiple work- 
sheets, hyperlinks, and cross references. 

Part 111: Viewing Data in Different Wags H 

This part, in four different chapters, shows how you can mod- 
ify the way Excel displays certain workbook options on your 
screen. Chapter 9 illustrates changing the worksheet views. In 
Chapter 10, you sort your data to make it easier to locate par- 
ticular pieces of information. Chapter 11 enables you to cre- 
ate charts to display your data in a superb graphic manner. 



Finally, in Chapter 12, you work with the different output 
methods, including printing and e-mailing your worksheets. 

Part IV: Anatgzing Data With Excel 

Use these chapters to effectively analyze all the data you 
input into a worksheet. In Chapters 13, 14, and 15, you work 
with Excel Outlines, Filters, and Pivot Tables. Chapters 1 6 and 
1 7 show some of the time-saving data-entry tools included 
with Excel. 

Part V: Utilizing Excel With Other 
People and Applications 

Chapters 18 through 21 are all about sharing: sharing 
Excel with others by using Excel's collaboration features, or 
sharing Excel with Microsoft Office applications such as 
Word, PowerPoint, and Access. 

Part VI: Practical Applications for Excel 

Go to these chapters to save yourself time with a gorgeous 
organization chart (Chapter 22), a commission calculation 
worksheet (Chapter 23), or a medical-expense-tracking 
worksheet (Chapter 24). Chapter 25 helps you plan for your 
future. You can use Excel to chart the path to purchase a 
house, pay off your debts, and save for college or retirement. 

Back cover: Using Excel Shortcut Kegs 

This helpful appendix shows you many shortcut keys that 
make access to Excel functions faster and easier. 
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" "Ro, that's not the icon for Tixcel, it's the icon 
for "Excuse, the database of reasons vrhtj tjou 
haven't learned the other programs in Office. 1 * 



Chanter 1 : Working with Excel Files 5 

i r^C^i^ ^aVLfld^Excel 6 

^flOT^ammaMte^vith the Keyboard 7 

Close Excel 7 

Customize the Quick Access Toolbar 8 

Change Status Bar Indicators 8 

Create a New Excel File 9 

Save a Workbook 9 

Save a Workbook in Various Formats 10 

Open an Existing Excel File 10 

Rename or Delete a File 11 

Delete a File 12 

Set the Default File Locations 12 

View and Specify Workbook Properties 13 

Chapter 2: Entering Spreadsheet Data 15 

Change the Active Cell 16 

Enter Cell Data 17 

Undo, Edit, or Delete Cell Data 18 

Select Cells 19 

Move, Copy and Paste Data 20 

Transpose Data 20 

Extend a Series with AutoFill 21 

Name and Use a Range of Cells 22 

Manage Range Names 23 

Validate Data Entry 24 

Enter Data in Validated Cells 25 

Locate Cells with Data Validation 25 



Chapter 3: Building Formulas 27 

Create Simple Formulas 28 

Create Compound Formulas 29 

Add Numbers with AutoSum 30 

Find an Average Value 30 

Copy and Edit Formulas 31 

Define an Absolute Formula 32 

Copy Values Using Paste Special 32 

Build a Formula with the Function Wizard 33 

Generate an IF Statement Formula 34 

Troubleshoot Formula Errors 35 

Identify Formula Precedents and Dependents 36 

Chapter 4: Protecting Excel Data 37 

Quickly Hide an Open Workbook 38 

Make a File Read-Only 38 

Open a File as Read-Only or Copy 39 

Mark a Workbook as Final 39 

Hide and Unhide Rows and Columns 40 

Unlock Cells 40 

Protect Worksheets 41 

Restrict User Data Entry 42 

Enter Data in a Restricted Area 43 

Inspect for Private Information 43 

Hide Cell Formulas 44 

Assign a File Password 44 




f 

m n this book, you discover the new Excel interface that provides you with 

the right tools at the right time. In most Windows programs, you see 
menus and toolbars from which you select your options. Now you discover 
the new Excel interface that provides you with the right tools at the right 
time. Instead of the traditional look, Excel now provides tabs with icon-and 
button-laden tabs on the Ribbon containing your favorite Excel features. 
Galleries and themes are also a new addition to Excel, helping you maintain 
consistency and style in workbook appearance. The Office Quick Access 
toolbar, which is now the only toolbar, provides fast and easy access to basic 
file functions. You discover later in this chapter how you can customize the 
Quick Access toolbar. 

Throughout the course of this book, you discover methods to use Excel as a 
spreadsheet, of course; but you also discover how to use it as a database, a 
calculator, a planner, and even a graphic illustrator. You start with the basics 
and work into the more advanced Excel actions. 

In this chapter you: 

Open and close the Excel program 

Open, close, and save Excel workbooks 
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Explore the Excel screen including customizing it to make it even 
faster and easier to use. 

Use workbook properties to better manage your files. 



Set Excel default file locations, which saves you time and frustration 
when you open and save your workbooks. 




Get ready to . . . 

Open and Explore Excel 6 

Select Commands with the Keyboard 7 

Close Excel 7 

Customize the Quick Access Toolbar 8 

Change Status Bar Indicators 8 

Create a New Excel File 9 

"^Save a Workbook in Various Formats 9 

■■^ Open an Existing Excel File 10 

,m + Rename or Delete a File 11 

Set the Default File Locations 12 

"^View and Specify Workbook Properties 13 
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ProgramsOMicrosoft OfficeO 
Microsoft Office Excel. The Microsoft Excel program 
begins with a new, blank workbook displayed like the 
one shown in Figure 1-1, ready for you to enter data. 

2. The icon at the top-left of the screen is called the Office 
Button. As you hover your mouse over it, a description 
of the Office Button functions appears. 



When you click the Office Button, Excel displays a list of options. 
Click the Office Button to close the menu if you don't want to make 
a selection at this time. 



3- Pause your mouse over any of the three icons next to 
the Office Button. By default, the Quick Access toolbar 
functions include Save, Undo, and Redo. 

4. Hover your mouse over the tabs, or task-oriented portions, 
of the Ribbon and a description of a tabs feature appears 
The tabs are broken down into subsections called groups 
The Home tab includes the Clipboard, Font, Alignment, 
Number, Styles, Cells, and Editing groups. 

5. Click the Insert tab. The Ribbon changes to reflect 
options pertaining to Insert. Groups include Shapes, 
Tables, Illustrations, Charts, Links, and Text. 

6. On the Home tab, click the down arrow under Format 
As Table. A Gallery of table styles appears. (Click the 
arrow again to close the Gallery.) 

7- On the Home tab, clicking the Dialog Box Launcher on 
the bottom-right of the Font group opens a related dia- 
log box. (See Figure 1-2.) In this example, the Format 
Cells dialog box opens. 




Click the Cancel button to close a dialog box without making any 
changes. 
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Figure 1 -1 : A blank Excel workbook, which Excel calls Bookl . 
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Figure 1-2: Click a Dialog Box Launch icon to display a relevant dialog box. 



Close Excel 
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Select Commands With the Keyboard 

I f a/p^ ^rC^elr^^^ command you intend to use, place 
the insertion point in the proper word or paragraph. 

Press Alt on the keyboard. Shortcut letters and numbers 
appear on the Ribbon. See Figure 1-3. 



Numbers control commands on the Quick Access toolbar. 



2. 




3- Press a letter to select a tab on the Ribbon; for this 
example, press P. Excel displays the appropriate tab 
and letters for each command on that tab. 

4. Press a letter or letters to select a command. Excel dis- 
plays options for the command you selected. 

5. Press a letter or use the arrow keys on the keyboard to 
select an option. Excel performs the command you 
selected, applying the option you choose. 



Press the Esc key to step the key controls back one step. 



Press F6 to change the focus of the program, switching between the 
document, the status bar, and the Ribbon. 




Close Excel 



h Choose Office ButtonOExit Excel, as you see in Figure 1-4. 

Optionally, Click the Close button (x). 




2. Click Yes or No if prompted to save your workbook. 
(See "Save a Workbook" later in this chapter.) 




Optionally, choose Office oClose. The current workbook closes, but the 
Excel program remains open. 
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Figure 1-3: Use the keyboard to select Ribbon commands. 
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Figure 1-4: Closing Excel releases the program 
from your computer memory. 
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p. Customize .the Quick Access Toolbar 

* K^. Mtf^tf'cV^ lirty*»Dl or group title you want to add to 

the Quick Access toolbar. A menu appears. 

2. Choose Add to Quick Access Toolbar. The tool or group 
icon appears on the Quick Access bar. 

3- Right-click an icon on the Quick Access toolbar. A menu 
appears. 

4. Choose Remove from Quick Access Toolbar. The 
selected item disappears from the Quick Access toolbar. 

5. Right-click the Quick Access toolbar and select 
Customize the Quick Access Toolbar. The Excel Options 
dialog box, seen in Figure 1-5, appears. 

6. Open the Choose Commands From drop-down menu 
and select a tab name. Excel displays a list of available 
features. 

7. Select a feature and click the Add button. The selected 
feature appears on the right panel. Click OK. 

Chanqe Status Bar Indicators 

h Right-click anywhere along the status bar at the 
bottom of the window. Excel opens the Status Bar 
Configuration menu. 

2. To activate an inactive feature, click it. This automati- 
cally adds a check mark and displays the feature's status. 
In Figure 1-6, the Caps Lock feature is on, and now the 
status bar shows the Caps Lock status. 

3- To deactivate any active feature, click it. 
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Figure 1 -5: You can select any Excel options to add to the Quick Access toolbar. 
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Figure 1 -6: Customize what you see along the Excel status bar. 



Sai/e a Workbook 




a Aleut Excel File 



2. Choose New. The New Workbook dialog box opens. 
(See Figure 1-7.) 

3. Click Blank Workbook. 

4. Click the Create button. Excel creates a blank workbook 
based on the default template. 



See Chapter 8, "Changing Worksheet Views/' for more information 
about Excel templates. 

Optionally, press Ctrl+N to create a new workbook without opening 
the New Workbook dialog box. 




SaVe a Workbook 



h Choose Office ButtonOSave or click the Save button on 
the Quick Access toolbar. The Save As dialog box 
appears, as shown in Figure 1-8. 



The Save As dialog box only appears the first time you save a file. 




2. By default, Excel saves your files in the My Documents 
folder. If you want to save your file in a different folder, 
select that folder from the Save In drop-down list. 

3- In the File Name text box, type a descriptive name for 
the file. 

4. Click the Save button. Excel saves the workbook in the 
location with the name you specified. 




Filenames cannot contain asterisk, slash, blackslash, or question mark 
characters. 
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Figure 1 -7: Excel names each new workbook incrementally such as 
Workbook 2 or Workbook 3. 
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Figure 1 -8: Choose a folder and filename for your Excel workbook. 
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h Choose Office ButtonOSave As. The Save As dialog box 
appears. 

2. Select the folder where you want to save the file from 
the Save In drop-down list. 

3. In the File Name text box, type a descriptive name for 
the file. 

4. Open the Save As Type drop-down menu. A list of file 
formats appears. 

5- Choose one of the 26 different file formats. Files saved in 
the Excel 2007 format have a .xlsx extension, whereas files 
created in earlier versions of Excel have a .xls extension. 

6. Click Save. Depending on the format you choose, 
Excel may prompt you for additional information. 



Open an Existing Excel File 



h Choose Office ButtonOOpen. The Open dialog box, 
seen in Figure 1-10, appears. 

2. If necessary, select the appropriate folder from the Look 
In drop-down list. Then select the file you want to open. 



Open the Files of Type drop-down menu to display files saved in 
other formats. 




3- Click the Open button. The workbook appears in the 
Excel workspace, ready for you to edit. 




If the file you open was created in a previous version of Excel, the words 
Compatibility Mode appear on the title bar next to the document name. 
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Figure 1 -9: Excel warns you of compatibility 
conflicts. 
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Figure 1-10: Open a previously created Excel file. 



Excel displays recently used files on the right side of the Office Button 
menu. Click any listed filename to quickly open it. 
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Rename a Fife 



r~ Rename a File 

DropBOcOto 



2. 



3. 



4. 



5. 

6. 
7. 



the file you want to rename. 
Choose Office ButtonOOpen. The Open or Save As 
dialog box appears. 



Optionally, choose Office ButtonOSave As and continue as described. 




If necessary, click the Look In list and navigate to the 
folder containing the file you want to delete. 

Right-click the file. Do not double-click the file because 
double-clicking the file opens it. 

Choose Rename from the shortcut menu. (See 
Figure 1-11.) The original filename becomes 
highlighted. 

Type the new file name. Filenames cannot contain aster- 
isk, slash, blackslash, or question mark characters. 

Press Enter when you are finished typing. 

Click the Cancel button to close the Open dialog box. 
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Figure 1-11: Change the name of an existing Excel workbook. 
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pM isteei 1 , cwwiot the file you want to delete. Choose 
Office ButtonOOpen or OfficeOSave As. Either the 
Open or Save As dialog box appears. 

2. If necessary, click the Look In list and navigate to the 
folder containing the file you want to delete. 

3- Right-click on the unwanted file. Do not double-click 
the file. 

4. Choose Delete from the shortcut menu. (See Figure 1-12.) 
A confirmation message appears. 

5. Click Yes. Excel deletes the file. 

6. Click the Cancel button to close the Open or Save As 
dialog box. 

Set the Default Fife Locations 



h Click the Office Button and click Excel Options. (It's 
located at the bottom of the Office list.) The Excel 
Options dialog box opens. 

2. From the options on the left side of the dialog box, 
click the Save category. You see the options shown in 
Figure 1-13. 

3- In the Default file location, enter the data path to the 
place where you want to save most of your files. Click 
OK. 




To override the default file location, you can click the Look In list when 
saving or opening a file and choose a location different from the default 
location. 
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Figure 1-12: Delete unwanted files through 
the Open or Save As dialog box. 
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Figure 1-13: Customize to determine where Excel stores your workbooks. 




By default, Excel saves your files in the My Documents folder stored 
on your local hard drive, but your company may have another loca- 
tion where it wants you to keep most of your Excel files. An exam- 
ple might be G:\C0MPANY DOCUMENTS\DIANE 
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Viert Workbook Properties 



Drop 



Specify Workbook Properties 

OQil^S( 

options appears. 




!on and click Prepare. A list of 



2. Click Properties. The Document Information Panel 
appears. 

3- Enter identifying information such as the author's 
name, subject, or a list of keywords. See Figure 1-14. 



Excel automatically adds statistical information such as the work- 
book's original creation date, the last time it was printed or modi- 
fied, and the workbook size. 



4. Click the Close box to close the Document Information 
Panel. 




View) Workbook Properties 



h Choose Office ButtonOOpen. The Open dialog box 
appears. 

2. If necessary, click the Look In list and navigate to the 
folder containing the file you want to delete. 

3- Click the Views button drop-down arrow to display a 
Views shortcut menu or click the Views button itself to 
cycle through the available views. 

4. Choose Properties. The Open window splits into two 
panels like the ones you see in Figure 1-15. 

5- Click a file name. Excel displays the workbook proper- 
ties in the right panel. 

6. Click OK to open the file or Cancel to close the Open 
dialog box. 
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Figure 1-14: Enter information to identify your workbook. 
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Figure 1-15: View the workbook's properties and file statistics. 



Illl n 



Chapter 1: Working With Excel Fifes 



DropBooks 
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DrcfiS6(W Spreadsheet ^ 

Data Chapter 

£xcel is a huge grid made up of columns and rows. If you Ve used previ- 
ous versions of Microsoft Excel, you know the new spreadsheet is larger ^^^^^^ 
than ever. A single worksheet now contains 16,384 columns (stretching 
from column A to column XFD) and 1,048,576 rows. 

You enter three types of data in the cells: Get ready to . . . 

Labels are traditionally descriptive pieces of information such as »«■► Change the Active Cell 16 

names, months, or other identifying statistics, and they usually 

include alphabetic characters. Undo Data Entry 18 

Values are generally raw numbers or dates. Enter, Edit, or Delete Cell Data 17 

Formulas are instructions for Excel to perform calculations. "^Select Cells 1 9 

In the first part of this chapter, I show you how to easily enter labels and "*Move, Copy and Paste Data 20 

values into your worksheet. But, alas, human beings sometimes make mis- j ranS pose Data 20 
takes or change their minds. So I also show you how to delete incorrect 

entries, duplicate data, or move it to another area of the worksheet. You even Extend a Series with AutoFill 21 

discover an Excel feature that prevents worksheet cells from accepting incor- 
rect data. N Qme anc l Use a Range of Cells 22 

Manage Range Names 23 

"-►Validate Data Entry 24 

»«► Enter Data in Validated Cells 25 

Locate Cells with Data Validation 25 
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ye the Active Celt 

C^aC^reaVlM^e 



pM a^§preams**eet in Excel. The formula bar displays 
the active cell location. Columns display the letters from 
A to XFD and rows display numbers from 1 to 1048576. 
A cell address is the intersection of a column and a row 
such as D23 or AB205. 

Move the focus to an adjacent cell with one the follow- 
ing techniques: 

• Down: Press the Enter key or the down arrow key. 

• Up: Press the up arrow key. 

• Right: Press the right arrow key 

• Left: Press the left arrow key. 

To move to a cell farther away use one of these 
techniques: 

• Click the mouse pointer on any cell to move the 
active cell location to that cell. You can use the scroll 
bars to see more of the worksheet. In Figure 2-1, the 
cell focus is in cell E10. 

• Choose Home OEditingOFind & SelectOGo To. 

The Go To dialog box displays, as shown in Figure 2-2. 
In the Reference box, enter the address of the cell you 
want to make active and then click OK. 



Press the F5 key to display the Go To dialog box. 




• Press Ctrl + Home. Excel jumps to cell Al. 

• Press Ctrl + End. Excel jumps to the lower-right cell 
of the worksheet. 



• Press Ctrl + PageDown or Ctrl + PageUp. Excel 
moves to the next or previous worksheet in the 
workbook. 
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Figure 2-1: A black border surrounds the active cell. 
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Figure 2-2: Specify a cell 
address in the Go To box. 



EntejLXett Data 



e in the desired cell. 

2. Press Enter. The data is entered into the current cell and 
Excel makes the next cell down active. (See Figure 2-3.) 
How Excel aligns the data depends on what it is: 



To enter a value as a label, type an apostrophe before the value. 




• Label: Excel aligns the data to the left side of the cell. 
If the descriptive information is too wide to fit, Excel 
extends that data past the cell width if the next cell is 
blank. If the next cell is not blank, Excel displays only 
enough text to fit the display width. Widening the 
column displays additional text. 

• Whole value: If the data is a whole value such as 34 or 
5763, Excel aligns the data to the right side of the cell. 

• Value with a decimal: If the data is a decimal value, 
Excel aligns the data to the right side of the cell, includ- 
ing the decimal point, with the exception of a trailing 
0. For example, in Figure 2-4, if you enter 246.75, then 
246.75 displays; if you enter 246.70, however, 246.7 
displays. (See Chapter 5 to change the display appear- 
ance, column width, and alignment of your data.) 



If a value displays as scientific notation or number sign, it means 
the value is too long to fit into the cell. You need to widen the col- 
umn width. 



• Date: If you enter a date, such 12/3, Dec 3, or 3 Dec, 
Excel automatically returns 03 -Dec in the cell, but the 
formula bar displays 12/03/2006. Figure 2-4 also 
illustrates an example of date entry. See Chapter 5 to 
change the date format. 
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Figure 2-3: Enter labels or values into a cell. 
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Figure 2-4: Entering values. 
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Data Entry 

WtewilrtVv&p 



3. 



4. 



readsheet. 

To undo any actions or correct any mistakes you make 
when entering data, perform one of the following: 

• Choose Undo from the Quick Access toolbar. 

• Press Ctrl+Z. 

Keep repeating your favorite undo method until you're 
back where you want to be. 

To undo several steps at once, click the arrow on the 
Undo icon and select the step from which you want to 
begin the Undo action. (See Figure 2-5.) 



Edit or Delete Ceii Data 



To delete the entire contents of a cell, use one of the fol- 
lowing methods: 

• Choose HomeOEditingO Clear. 

• Press the Delete key. 

To edit the cell contents, use one of these methods: 

• Delete the contents and retype new cell information. 

• Press F2 and edit the cell contents from the 
formula bar. 
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Figure 2-5: Select the steps 
you want to reverse. 
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Figure 2-6: Edit cell contents without 
having to start over. 




To repeat your last action, click the Redo icon on the Quick Access tool- 
bar or press Ctrl+Y. You can't repeat some actions, however. 



If you clear the wrong cell, use the Undo command. 



• Double-click the cell contents and edit the cell con- 
tents from the cell. (See Figure 2-6.) 
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Select Multiple Celts 



Select Multiple Celts 



r~ seiecLMuitipie 

DropBooi^s 



the group you want to select. 



2. Depending on the cells you want to select, perform one 
of the following actions. 

• To select sequential cells, hold down the Shift key and 
select the last cell you want. All cells in the selected area 
are highlighted, with the exception of the first cell. 
(Don't worry; it's selected, too.) Figure 2-7 shows a 
sequential area selected from cell B4 to cell F15. 
Notice the black border surrounding the selected area. 

• To select nonsequential cells, hold down the Ctrl key 
and click each additional cell you want to select. 
Figure 2-8 shows the nonsequential cells A4, C7, 
and E4 through E9 selected. 

• To select a single entire column, click a column 
heading. 

• To select multiple columns, drag across multiple col- 
umn headings. 

• To select a single entire row, click the row number. 

• To select multiple rows, drag across multiple row 
numbers. 

• To select the entire worksheet, click the small gray 
box located to the left of column A and above row 1 . 
Optionally, you can select all cells in a worksheet by 
pressing Ctrl + A 



When making nonsequential cell selections, you can include entire 
rows and entire columns along with individual cells or groups of cells. 
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Figure 2-7: A sequential cell selection. 
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Figure 2-8: Non-sequential cells selected. 



Click any nonselected cell to clear the selection. 




Optionally, click and drag the mouse over a group of cells to select a 
sequential area. 
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and Paste Data 

OtQaleV3data you want to copy. 



Choose HomeOCopy A marquee (which looks like 
marching ants) surrounds the cells (see Figure 2-9). 

3. Click the cell to which you want to copy the selected area. 

4. Choose HomeO Paste. The selected cells are pasted into 
the new location. 

5- Paste the cells into another location or press Esc to can- 
cel the marquee. 



Choose HomeOCut and then HomeOPaste to move (instead of 
duplicate) the selected cells to a different location. 

Optionally, press Ctrl+C to copy the selected cells; Ctrl+X to cut the 
selected cells, or Ctrl+V to paste the selected cells. 




Transpose Data 



1. Select the cells you want to transpose. 

2. Choose HomeOCopy. 

The Transpose feature will not work if you choose Cut instead of Copy. 




3. 



I*. 



5. 



Illl 20 



Click the cell where you want the transposed cells to 
begin. 

On the Home tab of the Ribbon, click the down arrow 
below Paste. A menu of options appears. 

Choose Transpose. As you see in Figure 2-10, Excel 
copies the selected cells into the new area, transposing 
rows into columns or columns into rows. 
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Figure 2-9: Marching ants form around a copied area. 
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Figure 2-10: Reverse the flow of data by transposing cells. 



Extend a Series With AutoFill 



Drop 



Extend a Series ulith AutoFitt 

'l^p€ fC^ nC^ le^^^data with data such as a day or 
month, such as Wednesday or September. AutoFill works 
with days of the week, months of the year, or yearly 
quarters such as 2nd Qtr. You can enter the entire word 
or you can enter the abbreviated form (Wed or Sep). 

2. Press Enter. 

3- Position the mouse pointer on the small black box at 
the lower-right corner of the data cell. Your mouse 
pointer turns into a small black cross. (See Figure 2-11.) 



To AutoFill a series of numbers, enter two values in two adjacent 
cells, such as 1 and 2 or 5 and 10. Select both cells, and then use 
the AutoFill box to highlight cells. Excel continues the series as 3, 4, 
5, or 5, 1 0, 1 5, and so forth. 



4. Drag the small black box across the cells you want to 
fill. You can drag the cells up, down, left, or right. 

5- Release the mouse. Excel fills in the selected cells with a 
continuation of your data. Figure 2-12 shows how Excel 
fills in the cells with the rest of the days of the week. 



If you use AutoFill on a single value or a text word, Excel duplicates 
it. For example, if you use AutoFill on a cell with the word Apple, 
all filled cells contain Apple. 
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Figure 2-11: The 
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Figure 2-12: Using AutoFill for days of the week. 




To quickly use the AutoFill, highlight the cell that has the data and 
the cells you want to fill and then double-click the fill-handle. 

Chapter 1 0 includes instructions for creating your own customized 
list. Autofill can enter lists you often use, such as sales rep names 
or product types. 
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DropB 



f a Range of Celts 

t^^e^^tin^E^ cells you want to name, click 
FormulasONamed CellsOName a Range. The New 
Name dialog box appears. (See Figure 2-13.) 



2. In the Name text box, type up to a 255-character name 
for the range. Range names are not case-sensitive; how- 
ever, range names must follow these conventions: 

• The first character must be a letter, an underscore, or 
a backslash. 

• No spaces are allowed in a range name. 

• Do not use a name that is the same as a cell address. 
For example, you can't name a range AB32. 

3. Click OK. 



Optionally, enter a range name into the Name box located at the 
left end of the Formula bar. You can jump quickly to a named range 
by clicking the down arrow in the Name box and selecting the 
range name. 
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Figure 2-13: For faster formula entry, use range names. 
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Figure 2-14: Quickly locate 
an area by using a range name. 



Use Named Ranges 



h Click the down arrow in the Name box. A list of named 
ranges appears. (See Figure 2-14.) 

2. Select the range name you want to access. Excel high- 
lights the named cells. 



Optionally, choose HomeOEditingOFind & SelectoGo To. Double- 
click on the range name you want to access. 
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Manage Range Names 



Manpqe Range Names 



r~ manage native J 

DropfiQQEs 




famed CellsOName Manager. 
The Name Manager dialog box, shown in Figure 2-15, 
appears. 



Excel automatically adds tables to the Name Manager. See Chapters 
6 and 10 for more on working with tables. 



2. Select one of the following options. 

• Click the New button, which displays the New Name 
dialog box in which you can enter a range name and 
enter the cell location it refers to. 



Instead of typing the range cell locations, click the Collapse button, 
which moves aside the New Name dialog box. You can then use your 
mouse to select the desired cells. Press Enter or click the Collapse 
button again to return to the New Name dialog box. 



Click an existing range name and then click the Edit 
button, which displays the Edit Name dialog box 
shown in Figure 2-16. Use this dialog box to change 
the range name or the range cell location reference. 

Click an existing range name and then click the Delete 
button. A confirmation message appears, making sure 
you want to delete the range name. 



If you have a lot of range names, you can click the Filter button and 
elect to display only the items meeting selected criteria. 
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Figure 2-15: Use the Name Manager to add, edit, or 
delete range names. 
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Figure 2-16: Edit a range name and 
cell location. 



3. Click the Close button to close the Name Manager dia- 
log box. 
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Chapter 2: Entering Spreadsheet Data 




ta Entry 



lcef tP^dlMrfells you want Excel to validate. Next, 
choose DataOData ToolsOValidation. The Data 
Validation dialog box displays. 

2. In the Settings tab, open the Allow drop-down list and 
choose the type of validation, such as: 

• Values such as Whole Number or Decimal, where you 
specify the upper and lower limits of allowable data 
values. 

• Lists such as a list you define, a range of cells in 
the existing worksheet, or a named range. (See 
Figure 2-17.) 

• Dates or Times, where you specify ranges or limita- 
tions such as greater than or less than or even a spe- 
cific date. 

• Text Length, where the number of characters in the 
data must be within the limits that you specify. 

3- If necessary, display the Data drop-down list and select 
criteria such as Between, Greater Than, and so on. 

4. Select criteria such as maximum and minimum values, 
or specify a data location. Enter values or cell addresses. 
Precede a value with an equal sign (=) to specify a range 
name. 

5- From the Input Message tab, optionally enter a comment 
to display whenever someone clicks the validated cell. 

6. On the Error Alert tab, choose from the Style drop-down 
list whether Excel warns you or completely stops you 
from entering an invalid entry. (See Figure 2-18.) 
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Figure 2-17: Create a list of acceptable 
options or select one from the worksheet. 
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Figure 2-18: Determine the action to take 
when an invalid data entry occurs. 



When creating a list, if you want the available choices to appear when 
the cell is selected, make sure to select the In-Cell drop-down check box. 



On the Error Alert tab of the Data Validation dialog box, you can cus- 
tomize the error message Excel displays if an invalid entry is entered. 




7. Click OK. 
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Locate Cells With Data Validation 



r-N ttltt 

Drop 



Ente^Jbata in Validated Celts 

(Sim a^FMfiltXAsJa validation requirement. 

2. Type data into the cell. 

3. Press Enter. One of two things happens: 

• If the data meets the validation rules, Excel accepts 
the entry and moves to the next cell down. 

• If the data does not meet the validation rules, Excel 
displays an error message similar to the one you see 
in Figure 2-19. 

4. Depending on the setting you selected on the Error Alert 
tab in the Data Evaluation dialog box, choose an option: 

• Stop: Choose Retry or Cancel 

• Warning: Choose Yes or No or Cancel 

• Information: Choose OK or Cancel 

Locate Cells With Data Validation 

h To have Excel highlight all cells that have data validation, 
select one of the following methods (see Figure 2-20): 

• Choose HomeOEditingOFind & SelectOData 
Validation. 

• Choose HomeOEditingOFind & SelectOGo To Special. 
Select the Data Validation option, choose All, and 
then click OK. 

2. Click any cell to deselect the highlighted cells. 
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Figure 2-19: Entering data into validated cells. 
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Figure 2-20: Locating cells with data-validation restrictions. 




To remove data validation, choose DataOData ToolsOData 
Validation. From the Data Validation dialog box, click the Clear All 
button and then click the OK button. 
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This chapter is all about the math. With Excel, you can create formulas to 
perform calculations. The calculations can be simple, such as adding 2 
plus 3, or they can be extremely complex, such as those used to calculate 
depreciation. But don't despair; you don't have to do most of the work. 
Excel includes more than 335 built-in calculations, which are called 
functions, in 11 different categories. Functions contain arguments, which 
appear in parentheses following the function's name. The arguments are the 
details you provide to Excel to indicate which numbers to calculate in the 
function. Some functions require several arguments to function correctly, 
but again I say, don't worry; Excel contains a Function Wizard to walk you 
through the entire process. 

The primary tasks in this chapter include: 

Creating simple and complex formulas by typing them into a cell. 

Analyzing data with Excel's time-saving functions. 

Creating cell ranges separated by colons for a sequential cell selection 
or by commas to list specific cell locations. 

Evaluating formula errors and locating a cell's precedents and 
dependents. 




Get ready to . . . 

Create Simple Formulas 28 

Create Compound Formulas 29 

Add Numbers with AutoSum 30 

Find an Average Value 30 

Copy and Edit Formulas 31 

Define an Absolute Formula 32 

'-* Copy Values Using Paste Special 32 

- Build a Formula with 
the Function Wizard 33 

Generate an IF Statement Formula 34 

"^Troubleshoot Formula Errors 35 

Identify Formula Precedents 

and Dependents 36 



Chapter 3: Building Formulas 



Create Simple Formulas 



Create Simple 
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/. Enter values in two different cells; remember, however, 
formulas do not need to reference cell addresses. They 
can contain actual numbers. 

2. In the cell where you want to perform the calculation 
for the two values, type an equal sign (=). All Excel for- 
mulas begin with an equal sign. 

3- Click or type the first cell address or type the first value 
you want to include in the formula. In the example in 
Figure 3-1, I'm adding two cell references (B5 and B6) 
together. 



Excel displays a color border that surrounds the cell reference you 
enter. 



4. Type an operator. Operators can include: 

• The plus sign (+) 

• The minus sign (-) 

• The asterisk ( * ) to multiply 

• The slash (/) to divide 

• The percentage symbol (%) 

• The exponentiation symbol ( A ) 

5- Type the second cell address or the second value you 
want to include in the formula. 

6. Press Enter and Excel displays the results of the calcula- 
tion in the selected cell. (See Figure 3-2.) 



The formula bar at the top displays the actual formula. 




Formulas can have multiple references. For example, =B5+B6+B6+B8 
is a legitimate formula. Formulas with multiple operators are called 
compound formulas. 
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Figure 3-1: All formulas begin with an equal sign. 
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Figure 3-2: A simple formula. 



Create Compound Formulas 



Create. Compound Formulas 



r~ Create Lomnoim 

DropBaoEs 




or more different cells. 

2. Select the cell where you want the formula. 

3. Type the equal sign and then the first cell reference. 

4. Type the first operator and then the second cell reference. 
5- Type the second operator and then the third cell reference. 



Compound formulas are not limited to three references, and you 
can use cell references multiple times in a compound formula. 



6. Press Enter. Excel displays the results of the calculation 
in the selected cell. The actual formula appears in the 
formula bar. (See Figure 3-3.) 



If you were paying attention in your high school algebra class, you 
might remember the Rule of Priorities. In a compound formula, 
Excel calculates multiplication and division before it calculates addi- 
tion and subtraction. This means that you must include parentheses 
for any portion of a formula you want calculated first. As an exam- 
ple, in Figure 3-4, you see that the formula 3 + 5*2 gives a 
result of 13, but (3 + 5) *2 gives a result of 16. 

You can include range names in formulas such as =D2 3* 
CommissionRate where a specific cell is named 
CommissionRate. See Chapter 2 about using range 
names. 

Compound formulas can have multiple combinations in parentheses 
and can contain any combination of operators and references. A for- 
mula might read ( (B5+C5) /2 ) *SalesTax. This 
formula adds B5 and C5, divides that result by 2, and then mul- 
tiplies that result times the value in the cell named SalesTax. 







A great tool to review formulas is the capability to display the actual for- 
mula in the worksheet rather than the formula result. Choose Formulas^ 
Formula AuditingOShow Formulas. Click the Show Formulas button 
again to return to the formula result. 
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Figure 3-3: A compound formula. 
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Figure 3-4: The Rule of Priorities 
in action. 
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Chapter 3: Building Formulas 



r-v AdLLN umbers itiith Auto Sum 

DropBoa 



ll\JWeath a sequential list of values. 

Click FormulasOFunction Lib raryO AutoSum. Excel 
places a marquee (marching ants) around the cells 
directly above the current cell. (See Figure 3-5.) 

Press the Enter key to display the sum total of the 
selected cells. 



Find an Atieraqe Value 



h After selecting the cell beneath a sequential list of val- 
ues, click the arrow beneath the AutoSum button. Excel 
displays a list of calculation options, including (see 
Figure 3-6): 

• Average. Calculated by adding a group of numbers 
and then dividing by the count of those numbers. 

• Count Numbers. Counts the number of cells in a 
specified range that contain numbers. 

• Max. Determines the highest value in a specified range. 

• Min. Determines the lowest value in a specified range. 

2. Choose Average. A marquee appears around the group 
of cells. Highlight a different group of cells if necessary. 

3. Press Enter. The selected cell displays the average value 
of the cell group. 
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Figure 3-5: Using the AutoSum function. 
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Figure 3-6: Selecting 
the Average function. 




If the cells directly above the current cell have no values, Excel selects 
the cells directly to the left of the current cell. If you want to add a group 
of different cells, highlight them. 

The formula bar displays the formula beginning with the equal sign and 
the word SUM. The selected cells appear in parentheses, the first and 
last cells separated by a colon. 
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Edit a Formula 



D roHES 



ormulas With AutoFill 

CXC^moVi^^)n the AutoFill box in the lower- 
right corner of a cell with a formula. Make sure the 
mouse pointer turns into a black cross. 

2. Click and drag the AutoFill box to include the cells to 
which you want to copy the formula. (See Figure 3-7.) 
The AutoFill method of copying formulas is helpful if 
you're copying a formula to surrounding cells. 



Copied formulas are slightly different than the originals because of 
the relative change in position. For example, if the formula in cell 
D23 is B2 3 +C2 3 and you copy the formula to the next cell 
down, to cell D24, Excel automatically changes the formula to 
B2 4 +C2 4. If you do not want the copied formula to change, 
you must make the originating formula an absolute formula (see 
the "Define an Absolute Formula" section later in this chapter). 




Edit a Formula 



Double-click the cell containing the formula you want 
to edit. The cell expands to show the formula instead of 
the result. (See Figure 3-8.) 



Optionally, press the F2 key to expand the formula so you can edit it. 




2. 



3. 



Use the arrow keys to navigate to the character you want 
to change. 

Using the Backspace key delete any unwanted characters 
and type any additional characters. 



4. Press Enter. 




Press the Delete key to delete the entire formula and start over. 
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Figure 3-7: Using 
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to duplicate a 


formula. 
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Chapter 3: Building Formulas 




me an Absolute Formula 



2. 



ula from changing a cell reference 
as you copy it to a different location, you lock in an 
absolute cell reference using one of these methods: 

• Lock in a cell location: Type a dollar sign in front 
of both the column reference and the row reference 
(as in $C$2). If the original formula in cell F5 is 
=E5*$C$2, and you copy the formula to cell F6, the 
copied formula reads E6* = $C$2 instead of E6*C3, 
which is how it would read were it not absolute. (See 
Figure 3-9.) 

• Lock in the row or column location only: Type a 
dollar sign in front of the column reference ($C2) 
or in front of the row reference (C$2). 

Copy the formula, as needed, to other locations. Notice 
that the absolute cell reference in the original formula 
remains unchanged in the copied formulas. 



Copy Values Using Paste Special 

h Select a cell (or group of cells) containing a formula and 
then choose HomeOClipboardOCopy. A marquee 
appears around the selected cell. 

2. Select the cell where you want the answer; then click the 
arrow under the Paste button on the Home tab. 

3. Choose Paste Special. The Paste Special dialog box, 
shown in Figure 3-10, appears. 

4. Select the Values option. 

5. Click OK. 
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Figure 3-9: A formula containing an absolute reference. 
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Figure 3-10: Paste only the value, not 
the formula with the Paste Special feature. 
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Build a Formula With the Function Wizard 





)zard 

h Select the cell where you want to enter a function. 

2. Click Insert Function, which is the icon located in the 
lower-right corner of the Function Library group on the 
Formulas tab. The Insert Function dialog box appears. 

3. Select a function category from the Or Select a Category 
drop-down list. (See Figure 3-11.) 



To make the functions easier to locate, Excel separates them into 
categories including Financial, Date, Math & Trig, Statistical, Lookup 
and Ref, Database, Text, Logical, Information, and — new to Excel 
2007 — the Engineering and Cube categories. For example, the 
Sum function is in the Math category, while the Average, Count, 
Max, and Min are Statistical functions. Functions that calculate a 
payment value are considered Financial functions. 



4. Select a function name from the Select a Function list. A 
brief description of the function and its arguments 
appears under the list of function names. 

5- Click OK. The Function Arguments dialog box displays. 
The contents of this dialog box depend on the function 
you Ve selected. Figure 3-12 shows the PMT function 
that calculates a loan payment based on constant pay- 
ments and interest. 

6. Type the first argument amount or cell reference or click 
the cell in the worksheet. If you click the cell, Excel 
places a marquee around the selected cell. 

7. Press Tab to move to the next argument. 

8. Type or select the second argument. 

9. Repeat Steps 7 and 8 for each necessary argument. 
10. Click OK. Excel calculates the result. 




Arguments in bold type are required. Those in normal type are optional. 
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Figure 3-11: Select from more than 335 
built-in functions. 
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Figure 3-12: Specifying arguments for the PMT function. 
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rate an IF Statement Formula 

WaUii%S5l 



le«§f aVeffll w4tet£ you want to show the formula result. 
Type the equal sign and then the word IF. 
3- Type an open parenthesis (. 

4. Begin the first argument by referencing the cell you want 
to check. For example, if you want to check whether cell 
BIO is greater than 100, type BIO. 

5- Type an operator such as equal to (=), greater than (>), 
or less than (<). 

6. Type the value or cell reference you want to compare 
against. 

7. Type a comma to begin the second argument. 

8. Type what you want Excel to do if the first argument is 
true. If you want Excel to display a value or cell value, 
type the value or cell reference; but if you want Excel to 
display text, enclose the text in quotation marks. (See 
Figure 3-13.) 

9. Type a comma to begin the third and final argument. 

10. Type what you want Excel to do if the first argument is 
not true. As before, type the value, cell reference, or text 
you want Excel to display. 

/ /. Press the Enter key. Excel displays the results of the 
analysis in the selected cell. In Figure 3-14, you see the 
result of NO I CAN 1 T in cell B8 because the payment 
amount was not less than the limit. 




Arguments in an IF statement can also contain formulas. 
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Figure 3-13: Entering IF statement 


arguments. 
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Figure 3-14: The results of a statement that was NOT TRUE. 
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Troukleshoot Formula Errors 

'^^C^m^^^ormula AuditingOError Checking. 
If Excel finds potential formula errors in your worksheet, 
it jumps to the cell containing the error and displays the 
Error Checking dialog box shown in Figure 3-15. If the 
worksheet contains no errors, Excel displays a message 
box saying the error-checking is complete. Here are just 
a few of the error types Excel might locate: 



DIV/ 0 ! : Divide by zero error. This error means the 
formula is trying to divide by either an empty cell or 
one with a value of zero. Make sure all cells referenced 
in the division have a value other than zero in them. 

• #VALUE ! : This means the formula references an 
invalid cell address. For example, text is in a cell 
where the formula is expecting to find a value. You 
might also see this error if you delete a value in a cell 
that was used in a formula. Locate and correct the 
invalid cell reference. 

• NAME#: This occurs when Excel doesn't recognize text 
in a formula, perhaps because of a misspelling of a 
range name. Make sure the name actually exists and 
is spelled correctly. Also verify the spelling of the 
function name. 

• Circular: This means that the formula in a cell is 
referring to itself. Locate the circular reference and 
edit the formula so it does not include itself. Figure 
3-16 shows a circular reference. 

• Number Stored as Text: This means a cell 
contains what looks like a value, but the content is 
stored as text. Verify that you did intend to store the 
value as a text entry. 
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Figure 3-15: Let Excel find potential formula errors. 
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Figure 3-16: Circular References: Where a formula refers to its own cell address. 
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DropB 



Formula Omits Adjacent Cells: This 

aliwm^ila refers to a group of cells that have 
^fejent to it. Study the formula to make 
sure you'didn t forget to include additional cell refer- 
ences in the formula. 




2. Perform one of the following steps, depending on the 
error type: 

• Click in the cell and edit the formula as needed. Click 
Resume when you are finished. 

• Click Ignore Error to jump to the next potential 
problem. 

• Click an option, if available, to allow the Error 
Checking dialog box to assist you with repairing 
the problem. 

3. Click Next to review the next problem area. When 
the error-check process is complete, Excel displays a 
message box. 

/}. Click OK. 

Identify Formula Precedents 
and dependents 

h Select a cell that contains a formula or one that is refer- 
enced in one or more formulas. 

2. Choose FormulasOFormula AuditingOTrace Precedents 
or Trace Dependents. Excel displays one or more blue 
arrows pointing out either precedents or, as shown in 
Figure 3-18, dependents. 

3- Click Remove Arrows. The blue arrows disappear. 
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Figure 3-17: Show formulas instead of results. 
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Figure 3-18: Tracer arrows indicate formula precedents or dependents. 



To help you determine the nature or origin of the problem, some error 
messages have a Show Calculation Steps button to display the logic 
behind the formula. 

Another great troubleshooting tool is the capability to display the actual 
formula, instead of the result, in the worksheet. Choose 
FormulasOFormula AuditingOShow Formulas. Click the same button 
again to return to the formula result. (See Figure 3-17.) 

Dependent cells are those that are referred to by a formula in another 
cell. Precedent cells are those that contain formulas that refer to other 
cells. 
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m My orksheets often contain numerical information that is confidential in 
ww nature, such as financial or payroll data. In todays world of elec- 
tronic snooping, it's up to you to protect your work against prying eyes. 
Fortunately, Excel provides a large number of security tools such as password 
protection, hiding sensitive worksheet areas, or locking data against 
unwanted changes. 

This chapter is about the security concerns surrounding Excel workbooks. I'll 
show you many distinctive protection methods including how to: 

Hide all or selected areas of a workbook 

Specify that users can view a file but not modify it 

Restrict the access to designated worksheet ranges 

Mark a file as final to protect it from changes 

Assign passwords to open or modify a workbook 

Remove private data from a workbook before sending it on to others. 




Get ready to . . . 

Quickly Hide an Open Workbook 38 

■^Make a File Read-Only 38 

Open a File as Read-Only 39 

Mark a Workbook as Final 39 

Hide and Unhide Rows and Columns 40 

—►Unlock Cells 40 

Protect Worksheets 41 

Restrict User Data Entry 42 

,m + Enter Data in a Restricted Area 43 

-+ Inspect for Private Information 43 

Hide Cell Formulas 44 

Assign a File Password 44 
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Drop 



Qu^fttu Hide an Open Workbook 



2. 



3. 
4. 



de. Excel hides the current workbook, 
leaving the Excel program open and visible. If you have 
another workbook open, you see that workbook, but 
not the hidden workbook. 

Choose ViewOUnhide. Excel displays the Unhide 
dialog box listing all hidden workbooks, as you see in 
Figure 4-1. 

Select the workbook you want to unhide. 
Click OK. 



Make a Fite Read-Onty 



h Choose Office ButtonOSave As. The Save As dialog box 
opens. 

2. Optionally, select a file location from the Save-in drop- 
down list. 

3. Enter a filename. 

4. Click the Tools button. A drop-down menu appears. 

5. Choose General Options. The General Options dialog 
box, shown in Figure 4-2, appears. 

6. Click the Read-Only Recommended option. 

7. Click OK. 

8. Click Save. 
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Figure 4-1: Hidden workbooks do not even appear on 
the Windows taskbar. 




Figure 4-2: Protect against accidental changes by making a file 
Read-Only accessible. 



The Read-Only option is only a recommendation. Users can save 
changes to a read-only file by giving it a different name or saving it in 
a different folder. 
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Mark a Workbook as Final 



OpetiM File as Read-Only or Copy 



D ropHoQRs 



nOOpen. The Open File dialog box 



appears. 



2. 
3. 

5. 



Locate and select the file you want to open. 

Click the arrow on the Open button. A list of options 
appears. (Figure 4-3). 

Choose Open Read-Only or Open as Copy. The file 
opens. 

To save any changes to the file, you must choose 
HomeOSave As and specify a different file name. 



If you open a file as a copy and do not use the Save As option, Excel 
uses the filename "Copy (#) filename" where # represents the copy 
number and filename is the current filename. 




Mark a Workbook as Final 



h Choose Office ButtonOFinishOMark as Final. The mes- 
sage box seen in Figure 4-4 appears. 

2. Click OK. 

3- If you have not yet saved the file, the Save As dialog box 
appears. Enter the filename and save the file. Otherwise, 
Excel saves the file and the words Read-Only appear next 
to the filename on the Title bar. 



The Mark as Final feature is designed to prevent accidental changes 
and is not permanent. If you find you need to make changes to the 
workbook, choose Office ButtonOFinishoMark as Final again to 
turn off the Read-Only function. 
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Figure 4-3: Different approaches to opening your workbook. 



Figure 4-4: Marking a workbook 
as final makes it a read-only file. 
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and Unhide Routs and Columns 

or row headings you want to hide. If 
you want to unhide rows or columns, select the row or 
columns both before and after the hidden rows or 
columns. 

2. Choose HomeOCellsOFormatOHide and Unhide. A 
menu of options appears. 

You cannot hide selected cells; only entire columns or rows. 




3- Make a selection. In Figure 4-5, notice that columns 
D & E are hidden and seem to have disappeared. 

Unlock Celts 

h Select the cells you want users to be able to modify. 

2. Choose HomeOCellsOFormatOCells, which displays 
the Format Cells dialog box. 

3. Click the Protection tab, as shown in Figure 4-6. 

4. Deselect the Locked option. 

5. Click OK. 



Optionally, choose HomeOCellsoFormatoLock Cells. Because, by 
default, Excel locks all cells, choosing this option turns the Lock Cells 
option off. Click the option again to turn on the Lock Cells option. 
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Figure 4-5: Hide worksheet columns. 
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Figure 4-6: Unlocked cells can be edited in a protected 
worksheet. 
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Protect Worksheets 



Drop 



Protect Worksheets 

iQi l^rVslJ sheet that you want to protect and 
then choose ReviewOChangesOProtect Sheet. The Protect 
Sheet dialog box appears, as shown in Figure 4-7. 




2. Make sure the option Protect Worksheet and Contents 
of Locked Cells is checked. 

3- Optionally, in the Password to Unprotect Sheet text box, 
type a password. For privacy reasons, only a series of 
dots appears. 

4. From the Allow All Users of the Worksheet To box, 
select any options a user is allowed to change without 
unprotecting the worksheet. 



Deselecting the Select Locked Cells option doesn't allow an unau- 
thorized user to even click a locked cell. All cells are considered 
locked unless you unlock them, as you see in the next section. 



5. Click OK. 

6. If you generated a password, a Confirm Password dialog 
box appears. Retype the password and then click OK 
again. 

7. In the protected worksheet, attempt to change the value 
in a locked cell. Excel displays the error message shown 
in Figure 4-8. 

8. To unprotect the worksheet, choose ReviewOChangesO 
Unprotect Sheet. 




9. Enter the password if prompted. 
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Figure 4-7: Protect a worksheet against accidental or unwanted changes. 



Mil rfri'.oh |-:<rr| 



Figure 4-8: Typing in a locked cell prompts an error message. 
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Restrict User Data Entry 



r~ Restrict User i 

DropBoaEs 



worksheet, choose 
ReviewOChangesOAllow Users to Edit Ranges. The 
Allow Users to Edit Ranges dialog box appears. 

2. Click New. The New Range dialog box, shown in 
Figure 4-9, appears. 

3- In the Title text box, type a short descriptive name, such 
as Qty Shipped or Price, for the data entry area. 

4. In the Refers To Cells box, enter the range you want 
to allow users to edit. Begin the range with an equal (=) 
sign. 

5- Enter a password that the user must type to gain access 
to the cell range. Passwords are optional, but without 
one, any user can enter data into the range. 

6. Click OK. The Confirm Password dialog box appears. 

7. Retype the password and then click OK. The Allow Users 
to Edit Ranges dialog box appears with the newly cre- 
ated range. (See Figure 4-10.) 

8. Choose one of the following: 

• Click Protect Sheet to launch the Protect Sheet 
dialog box. (See "Protect Worksheets" earlier in this 
chapter.) 

• Click Apply and add another cell range. 

• Click OK to accept the changes and close the dialog 
box, but not protect the worksheet. 



Excel doesn't enable the feature until you protect the work- 
sheet. 
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Figure 4-9: Allow specific users restricted cell range access. 
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Figure 4-10: This dialog box displays restricted ranges. 
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Inspect for Private Information 



_ Entexjbata ift a Restricted Area 

IT^D tOcirm ^^t^^fi^fc^sheet, in any cell with restricted 

access, begin typing data. The Unlock Range dialog box 
you see in Figure 4-11 appears. 

2. Type the password. Passwords are case-sensitive. 

3. Click OK. Excel allows access to the specific range. 

4. Continue entering cell data as desired. 

Inspect for Private Information 

h Save the Workbook. 

2. Choose Office ButtonOFinishOInspect Document. 

3. The Document Inspector dialog box appears. 

4. Deselect any option you do not want to check. 

5. Click Inspect. Excel inspects the document for the 
selected information. 

6. When the inspection is complete, the Document 
Inspector reappears with information as in Figure 4-12. 

7. Click the Remove All button next to any option you 
want removed. Excel removes the selected data. After 
removing the data, the Remove All button next to the 
option disappears. 

8. Repeat Step 7 for any additional items you want to 
remove. 
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Figure 4-1 1 : A password can be 
required to enter data into the range. 
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Figure 4-12: Inspect your workbook for hidden or 
personal information. 



9. Click Close and save your file. 
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Celt Formulas 



taining formulas or information you 



want to hide. 



2. 

3. 
4. 



Choose HomeOCellsOFormatOCells. This displays the 
Format Cells dialog box. 

Click the Protection tab and select the Hidden option. 

Click OK. In Figure 4-13, although you see the results of 
the formula in cell F12, the formula bar does not dis- 
play the actual formula. 



Assign a File Password 



h Choose Office ButtonOSave As. The Save As dialog box 
opens. 

2. Click the Tools button and then select General Options. 
The Save Options dialog box appears. 

3- Type a password in the Password to Open text box if 
you want users to enter a password before they can 
open and view the workbook. (See Figure 4-14.) 

4. Retype the password to open; then click OK. Retype the 
password to modify; then click OK. Click Save. 

5- Open the password protected file, which displays the 
Password dialog box. 

6. Type the Open password; then click OK. 

7. If prompted, type the password to allow modifications 
and click OK. The protected file opens. 
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Figure 4-13: Keep cell data from appearing on the formula bar. 
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Figure 4-14: Protecting a workbook from unauthorized viewing or modifications. 
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Part II 

Sprucing Up Your 
Spreadsheet 



The 5 th Wave By Rich Tennant 




a I've used several spreadsheet programs, bvi 
this is -the "besi one £or designing quili patterns." 
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djfflmtiiny Celts 



m M/hoevev said "Looks aren't everything" wasn't staring at an unformat- 
▼ ▼ ted Excel spreadsheet. Columns often aren't wide enough, fonts are 
too small to read, dates display in an unusual manner, and when columns 
of data are stacked next to each other, sometimes the information overlaps. 

Fortunately, Excel includes a plethora of features to make your data more 
presentable and easier to read. In fact, it has so many appearance-altering 
features, I had to break them up into two chapters! After you master the 
Excel formatting features in this chapter, you can. 

Change the font type, size, and style of text, values, or dates. 

Change the alignment of data in a cell from the standard left-aligned 
for text and right-aligned for values or dates. 

Turn values into currency or percentages. 

Create titles using the Excel Merge and Center button. 

Change column width and row height. 




Get ready to . . . 

Format Values 48 

"■►Adjust Column Width 49 
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2. 



3. 




at Values 

dreVrfu want to format. You can select a few 
cells, entire rows, entire columns, or the entire work- 
sheet. (See Chapter 3 for information on selecting mul- 
tiple cells.) 

Choose HomeONumberONumber Format. A list of 
options appears. Figure 5-1 shows values formatted in 
various Excel styles. Notice the different dollar sign 
placement in the Accounting and Currency types. 



The Number group on the Ribbon also displays three icons you can 
use to quickly format as Accounting, Percentages, or Comma. The 
Accounting option has a drop-down lb t from which you can select dif- 
ferent international currency symbols. Percentages add a percent sign 
and no decimal points. The Comma option adds two decimal places 
and a comma between the thousands. It does not include a dollar 
sign. 



To remove digits to the right of the decimal point, choose 
HomeONumberODecrease Decimal. To add decimal dig- 
its, click the Increase Decimal button. Each click adds or 
removes a number to the far right of the decimal point 
and rounds the value in the cell. See Figure 5-2. 



If you see a cell with values displaying //////////// , you need to widen 
the column width. See the next section. 

Another method to select number formatting is using the Number 
dialog box launcher, which displays the Format Cells dialog box. 
Number format selections are on the Number tab. 

Excel numbers can display up to 30 decimal places. 
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Figure 5-1: Numeric values formatted with different styles. 
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Figure 5-2: Easily add or remove decimal places. 



Adjust Column Width 



Adjust Column Width 

ropjQQoRa 




>f columns headings, highlight the 
ones to be widened. If you want to adjust a single col- 
umn, click any cell in that column. 



If your worksheet contains many numbers, you can widen the 
columns to make the worksheet less cluttered. Columns that espe- 
cially need widening are those containing cells with truncated text 
entries or numbers that Excel shows as //////////// . 



2. Choose a method to adjust column width: 

• To manually change the width of columns, position 
the mouse pointer on the right boundary of the col- 
umn heading until it turns into a double-ended 
arrow. Drag until the column is the width that you 
want. As you move the pointer, a balloon message 
displays the new width. In Figure 5-3, I'm expanding 
column A. 



Excel displays cell width in characters and pixels instead of in 
inches. The minimum column width is 0 characters and the maxi- 
mum is 255 characters. 



To set column width to a specific setting, choose 
HomeOCellsOFormatOWidth. The Column Width 
dialog box, shown in Figure 5-4, appears. Type the 
exact width you want; then click OK. 

To automatically change the column width so it fits 
the widest entry, double-click the boundary on the 
right side of the column heading or choose HomeO 
CellsOFormatOAutoFit Selection. Excel sets the width 
slightly larger than the longest entry in the column. 
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Figure 5-3: Manually changing column width. 



The default column width is 8.43 based on the default 1 1 -point Calibri 
font. If you change the default font type or size, Excel may also change 
the standard column width. You can manually set a default column width 
by choosing HomeOCellsOFormaK>Standard Width. 
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Figure 5-4: Set a specific column width. 
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Chapter 5: Formatting Celts 



Change Raw Height 
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headings whose height you want to 
adjust. If you want to adjust a single row, click any cell 
in that row 

2. Choose a method to adjust row height: 

• To manually change the row height, position the 
mouse pointer on the bottom boundary of the row 
heading until it turns into a double-ended arrow 
Drag until the row is the height that you want. As 
you move the pointer, a balloon message displays the 
new height. In Figure 5-5, I'm increasing the height 
of rows 1 and 2. 



Excel displays row height in characters and pixels instead of in 
inches. 



• To set row height to a specific setting, choose HomeO 
CellsOFormatOHeight. The Row Height dialog box, 
shown in Figure 5-6 appears. Type the exact width 
you want; then click OK. 

• To automatically change the height of the row so it 
fits the tallest entry in the row, double-click the 
boundary on the bottom of the row heading or 
choose HomeOCellsOFormatOAutoFit. Excel exam- 
ines the rows contents and sets the height slightly 
larger than the tallest entry. 



The default row height is 1 5 based on the default 1 1 -point Calibri 
font. If you change the default font type or size, Excel may also 
change the standard row height. You cannot manually set a default 
row height. 
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Figure 5-5: Manually changing row height. 
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Figure 5-6: Enter the desired row height for the selected rows. 
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Align Data Horizontally and Vertically 



ata Horizontally 



AliqoJbata Hori 



1 



/. Select the cells you want to align. 

2. Choose HomeO Alignment; then, select one of these 
alignment buttons: 

• Align Left: Horizontally aligns the data along the left 
edge of the cell. 

• Center: Centers the data horizontally in the middle 
of the cell. If you modify the column width, the data 
remains centered to the new column width. Cells B4 
through G4 are center- aligned in Figure 5-7. 

• Align Right: Horizontally aligns the data along the 
right edge of the cell. 



Values formatted as Accounting can only display as right-aligned. 
You can change alignment on all other formatting styles. 



• Top Align: Aligns the data vertically along the top 
edge of the cell. 

• Middle Align: Centers the data vertically in the cell. 

• Bottom Align: This is the default option and aligns 
the data along the bottom edge of the cell. Notice the 
heading in Figure 5-8. Row 1 shows a top vertical 
alignment, whereas row 2 shows the default bottom 
alignment. 



Optionally, you can view additional alignment options and align both 
the horizontal and vertical alignment at the same time using the 
Format Cells dialog box. From the Home tab, click the Alignment 
group dialog box launcher. If necessary, click the Alignment tab and 
then set any desired alignment options; then click OK. 
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Figure 5-7: Align cell data horizontally. 
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Figure 5-8: Vertical cell alignment. 
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Chapter 5: Formatting Celts 




2. 



e a Title by Merging Cells 

lcef tV^ctlMsitaining the data you want to merge 
and the cells you want to include in the merge. The data 
cell must be in the left cell of the selection and the other 
cells cannot contain data. This is shown in Figure 5-9. 

Choose HomeOAlignmentOMerge and Center. All the 
selected cells merge into one larger cell, and the data is 
horizontally centered. 



If you select cells vertically and choose the Merge and Center com- 
mand, Excel merges the cells and vertically bottom-aligns the data. 





After clicking Merge and Center, you can change the alignment. 
Click the Merge and Center button again to unmerge the cells from 
each other. 
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Figure 5-9: Merging cells can create a title for your worksheet. 



Change Font Color 



i. 

2. 



Illl 52 



Select the cells you want to format. 

Choose HomeOFont and click the Font Color drop- 
down arrow to select a color. Again, ExceFs Live Preview 
feature, as you see in Figure 5-10, shows you the selected 
cells in the new font colors. 



Click More Colors to display the Colors dialog box from which you 
can select additional colors as well as create your own custom color. 





Another method to select Font color is through the Font dialog box 
launcher, which displays the Format Cells dialog box. Font color 
selection is on the Font tab. 
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Figure 5-10: Choosing a font color. 



Select Font Attributes 




Font Attributes 



ant to format. 



On the Home tab, open the Font drop-down menu and 
select a font. As you hover your mouse over a font face, 
Excel displays the selected cells in the different fonts. 

3- From the HomeOFont group, click the Font Size arrow 
and select a font size. 

4. From the HomeOFont group, click an attribute such as 
Bold, Italics, or Underline. (See Figure 5-11.) 

Apply Celt Background Colors 

h Select the cells to which you want to add background 
color. 

2. From the Home tab, in the Font group, click the down 
arrow next to the Fill Color icon. A gallery of colors 
appears. (See Figure 5-12.) 

3- Select the cell background color you want. 



Select No Fill to remove any cell background shading or choose 
More Colors to create your own shading color. 





A good combination to use with a black and white printer is a black 
background and a white font color. 
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Figure 5-1 1: Direct attention to certain cells by changing font attributes. 
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Figure 5-12: Choose a color for background shading. 



Chapter 5: Formatting Celts 



Wmv TextJn a Ceil 

DropBacfe 



want to format. 

2. Choose HomeOAlignmentOWrap Text. As in Figure 5-13, 
if the selected text cells contain more text than will fit 
the width of the cell, Excel displays it on multiple lines. 
Notice that Excel automatically increases row height to 
accommodate the additional text lines. 



Rotate Text 



i 

2. 



Select the cells you want to format. 

Choose HomeOAlignmentOOrientation. A list of 
options appears: 

• Angle Counterclockwise: Angles the text in the cell 
from left bottom to right top. 

• Angle Clockwise: Angles the text in the cell from left 
top to right bottom. 

• Vertical Text: Centers the text and places one letter on 
top of the other. 

• Rotate Text Up: Places the text on the lower-right side 
of the cell and runs it vertically up the cell. 

• Rotate Text Down: Places the text on the lower-left 
side of the cell and runs it vertically down the cell. 

Choose an option. The selected cells take the rotation 
you choose. In Figure 5-14, the cells are angled counter- 
clockwise. 
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Figure 5-13: Worksheet cells with wrapped text. 
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Figure 5-14: Rotate cell data to add a special effect. 



ofafflSykW Additional ^ 
Formatting Options chapter 

m n the previous chapter, you discovered many of the Excel features ^^^^^ 
designed to change the cell data appearance. In this chapter, you discover ^^^^^V 
a few more of the exciting Excel formatting utilities created especially to 
make your worksheet more interesting and easier to read: 

Save time with the Mini Toolbar and the context-sensitive menu. Get ready to . . . 

Liven up the worksheet with effective use of borders and lines. »«■► Use the Mini Toolbar 56 

Format cells containing dates and discover ways to use dates in m+ Change the Default Font 56 

calculations. 

„ , , . i i r Place Borders around Cells 57 

Reduce redundancy with the format painter. 

cff , , ac ^i+i a + u + u + i a • Work with Date Formats 57 

Effectively use predefined styles and themes that carry a single design 

through all office products. Use Dates in a Calculation 58 

Specify conditional formatting to designate cell appearance if the cell ^ f Q py Formatting 59 

value conditions are met. 

,m + Indent Data in Cells 59 

Use Cell Styles 60 

Format Cells as a Table 60 

Specify Conditional Formatting 61 

Add Data Visualizations 62 
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Use-ihe Mini Toolbar 



_ lAs&4he Mini 7 

DropHAQKk 



r a group of cells. As you see in 
Figure 6-1, the Mini Toolbar and short-cut contextual 
menu appear. 



The Mini Toolbar contains many of the formatting commands avail- 
able on the Home tab, making it unnecessary for you to actually 
switch to the Home tab. 



2. Choose the formatting attribute you want to apply. The 
cells take the selected attributes, and the Mini Toolbar 
remains open for you to make additional selections. 

3. Click any cell to close the Mini Toolbar. 




Chanqe the Default Font 



h Click the Office Button and then click Excel Options. 

2. If it is not already displayed, click Personalize. (See 
Figure 6-2.) 

3. Click the Use This Font drop-down list. 

4. Select the font type face you want to use in all new 
workbooks. 

5. Open the Font Size drop-down menu and select the font 
size you want to use in all new workbooks. Click OK. 

6. A message box appears. Click OK. 

7. Exit and restart Excel. 
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Figure 6-1: Quickly choose formatting options. 
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Figure 6-2: Select the font you use most often. 
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Work vOith bate Formats 



Ptac&JSorders around Celts 



nac&Jzoraers a\ 

DropEooEs 





ct the appropriate cells. 

2. Choose HomeOFont and then click the arrow next to 
the Borders button. A variety of border options, as you 
see in Figure 6-3, appears. 



The Borders tooltip button may display Bottom Border, Top Border, 
or whatever border was last used. 



3- Select the border you want. Excel applies the border to 
the selected cells. 



For more border styles, colors, and options, click the More Borders 
option to open the Format Cells dialog box. 



Work u/ith Date Formats 

h Enter a date into a cell. Depending on what you type, 
Excel probably displays the date in a different format. 
Figure 6-4 illustrates some date examples. 



Dates are actually numeric values, and you can use them in Excel 
calculations. See the next section. 



2. From the Home tab, click the Number dialog box 
launcher, which displays the Format Cells dialog box. 

3. Click the Date category. The right side of the screen dis- 
plays a variety of different date formats. 

4. Select a format for the selected cells. 

5. Click OK. 





Optionally, click Short Date or Long Date from the Number Format drop- 
down list in the Number group on the Home tab. 
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Figure 6-3: Creating border lines for cells. 
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Figure 6-4: Excel automatic date formats. 
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Drop 



UseJ)atesJn a Calculation 




cell. You can format the date any way 

you want. 

2. Enter another date into another cell. 



To have the cell dynamically display the current date, enter 
=Now ( ) . To enter today's date as a static entry, press Ctrl+; 
(semicolon). To enter the current time as a static value, press Ctrl+: 
(colon). 



To find the difference between the two dates, create a 
formula that subtracts one date from another. For exam- 
ple, if you put the first date in cell Al and the other date 
in cell A2, then in cell A3 or wherever you want the dif- 
ference to appear, enter = Al - A2 . Excel returns a value, 
but it is formatted in a date pattern rather than in a 
numerical pattern (which is what you want). Your answer 
probably looks something like what you see in Figure 6-5. 




To calculate the number of days between a specific date and the 
present time, enter the specific date in a cell such as Al and then in 
another cell enter the formula =A1-N0W(). 



With the answer cell (A3) selected, choose 
HomeOFontONumber Format. 

Select Number. Excel changes the date value to a numer- 
ical value. (See Figure 6-6.) 



The reason Excel initially returned an unusual date is that dates are 
really serialized values beginning with day 0 at December 31 , 1 899. 
When you create a formula involving date formats, Excel naturally 
returns a date format. In the Figure 6-6, the first formula resulted in 
1/1 0/1 900, which is 1 0 days after December 31 , 1 899. Therefore, 
there are 10 days between the values in cells C4 andB4. 
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Figure 6-6: Change a date-formatted value to a numerical- 
formatted value. 
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Indent Data in Celts 




ormafting 

OeQ 




g formatting you want to copy. 

Choose HomeOClipboardOFormat Painter. The mouse 
pointer is a white plus sign along with a paintbrush like 
the one you see in Figure 6-7. 

3. Click or drag across the cells you want to format. Excel 
immediately applies formats such as font, size, colors, 
borders, and alignment. 



Double-click the Format Painter tool to lock it in so you can paint 
additional cells without having to reselect the tool. Click the Format 
Painter tool again to unlock it. 

To quickly copy the width of one column to another column, select the 
heading of the first column, click the Format Painter tool, and then click 
the heading of the column where you want to apply the column width. 





Indent Data in Celts 



h Select the cells you want to indent. 

2. Choose HomeOAlignmentOIncrease Indent. Each Increase 
Indent click adds a small amount of space between the 
cell border and the data itself. (See Figure 6-8.) How 
Excel indents depends on how you format the cell: 

• If the data is left-aligned, Excel indents to the left. 

• If the data is right-aligned, Excel indents to the right. 

• If the data is centered, with the first click, Excel 
indents to the right; but subsequent clicks cause 
Excel to move the data to the left. 

Click the Decrease Indent button to remove indentation. 
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Figure 6-7: Use the Format Painter tool to duplicate formatting selections. 
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Figure 6-8: Indenting helps set data apart from other cells. 
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Celt Styles 

OtOcl^§u 



want to format. 



2. Choose HomeOStyleOCell Styles. In Figure 6-9, you see 
that Excel displays a gallery of predefined styles. 

3. Select the style you want to use. 



Format Celts as a Table 

h Click anywhere in the data you want to format as a table. 

2. Choose HomeOStylesOFormat as Table. A gallery of 
Excel-themed formats appears. (See Figure 6-10.) 

Themes are predefined style sets that appear across the entire Office 
suite, providing consistency in your work appearance. 




3- Select the table style and theme you want to use. The 
Format as Table dialog box appears. 

4. Confirm that the selected cells contain the data you 
want to format. 

5- If the top row of your selection contains the headers, 
make sure the My Table Has Headers option is selected. 

6. Click OK. Excel formats the table and applies filter 
arrows to each header. (See Chapter 14 for information 
about filtering.) The Table Tools Design tab appears. 
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Figure 6-9: Select from many different cell styles. 
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Figure 6-10: Manage data better with an Excel table. 
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Specify Conditional Formatting 




6. 



Conditional Formatting 

formatting. 



dch you want to apply conditional 




Reasons for using conditional formatting might include locating 
dates that meet a certain condition (such as falling on a Saturday 
or Sunday), specifying highest or lowest values in a range, or indi- 
cating values that fall under or over a specified amount. 



Choose HomeOStylesOConditional Formatting^ 
Highlight Cell Rules. 

Select the criteria you want to use. Criteria options 
include Greater Than, Less Than, Between, Equal To, 
Text That Contains, A Date Occurring, and Duplicate 
Values. A dialog box opens, where you can specify the 
value. In Figure 6-11, in order to see which items went 
over budget, you use the Greater Than criteria. 

Enter the values you want to reference in the text box. 
The number of boxes depends on the criteria you 
selected in Step 3 . You can type a value here, such as 
500, or you can reference a cell address such as F13. 

Click the drop-down arrow next to the format options 
so you can specify the format options to employ if the 
condition you specified is true. Live Preview shows you 
what your data will look like. 



Click the Custom Format option, where you can create your own for- 
mat, selecting from font styles and color, numeric and other for- 
mats, borders, patterns, or background color. 



Click OK. In Figure 6-12, you see formatting options 
applied to seven cells that meet the specified criteria of 
being greater than 0 (meaning, in this example, items 
over budget). 

Repeat Steps 2 through 6 to apply any additional 
conditions. 





To clear conditional formats, go to the Home tab and choose StylesC 
Conditional FormattingOClear RulesOSelected Cells. 




Figure 6-1 1: Specifying conditions for formatting options. 
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Figure 6-12: In this example, conditional formatting options include 
applying a font color change and a background color. 
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Drop 



AddJbata Visualizations 



leer tfcectlm Vrwhich you want to apply formatting. 
2. Choose HomeOStylesOConditional Formatting. 



3. 



Ill « 



Select from the following options. (Figure 6-13 shows 
an example of all three data visualizations.) 

• Data Bars: A gradient-style bar helps you see the 
value of a cell relative to other cells. The length of the 
data bar represents the value in the cell, so a longer 
bar represents a higher value and a shorter bar repre- 
sents a lower value. The data bars have six different 
color options designed to match Excel themes. 

• Color Scales: Designed to visually help you under- 
stand your data, color scales compare a range of cells 
by using two colors representing higher or lower val- 
ues or three colors representing higher, middle, or 
lower values. The color scale bars come in eight dif- 
ferent color themes, including red, yellow, and green. 
You can also create your own scheme by choosing 
More Rules under the Color Scales options. 



Icon Sets: Icon sets help you classify data into three, 
four, or five categories with each icon representing a 
range of values such as higher, middle, and lower. As 
shown in Figure 6-14, icon sets include arrows, traffic 
lights, clocks, and even smiley faces. 



The icon size you see depends on the cell font size. You may need 
to adjust the column width to accommodate the icon. 

To clear visualization formatting, select the formatted cells and then 
choose HomeOStylesOConditional FormattingOClear RulesO 
Selected Cells. 
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Figure 6-13: Using data visualizations. 
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Figure 6-14: Select the icon symbol you want to use 
to represent your data. 
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Graphics 

Sometimes, even after adding font and style attributes to cell data, you 
still want to call extra attention to specific areas. Maybe you'd like to 
add an arrow to point to a specific area. What? You can't draw a straight 
line? That's not a problem because with Excel, you don't have to be a gifted 
artist to draw. 

Whether you want to draw circles, squares, lines, or arrows, Excel provides 
tools to assist you, making the drawing process fun and easy. 

In this chapter, you discover how to: 

Draw arrows, shapes, and annotation boxes, plus add depth to your 
art using shading and dimension. 

Insert clip art, which is a collection of ready-made, computerized 
graphic illustrations. 

Insert a photograph or your company logo, making your viewers sit 
up and take notice of your worksheet. 

Use WordArt, stylized text objects, which add pizzazz to your 
worksheet. 

Manipulate and manage all the above mentioned graphic objects — 
by moving, resizing, cropping, rotating, recoloring, and using many 
other options. 




Get ready to . . . 



Illustrate with Arrows 64 

Draw Using Shapes 65 

Insert Saved Images 65 

Annotate with Text Boxes 66 

— ► Add Clip Art 67 

■■►Create WordArt 68 

Manipulate Graphics 69 

Crop an Image 70 

Flip an Object 70 

Align Multiple Graphics 71 

»«► Control Object Order 72 

Group Objects Together 72 
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Illustrate With Arrows 



r~ Illustrate with 

DropBQQEs 



2. 



3. 



6. 



5. 



6. 



apes. The Shapes gallery, shown in 
Figure 7-1, appears. 

From the Lines category, select a line style. For this 
example, I select an arrow. The mouse pointer turns 
into a plus sign. 

Click and drag the mouse in any direction. Begin wher- 
ever you want the back end of the arrow to appear. 

Release the mouse where you want the arrow head to 
appear. A small thin arrow appears on the worksheet 
with a circle at each end, indicating the arrow is 
selected. (See Figure 7-2.) 



While the arrow is selected, Excel displays an additional worksheet 
tab called Drawing Tools Format. 



Choose Drawing Tools FormatOShape StylesOShape 
Outline. A list of options appears: 

• Theme or Standard Colors changes the arrow line color. 

• Weight displays a submenu, where you can select a 
different line thickness. 

• Dashes displays a submenu, where you can change 
the line style from a solid line to a dotted, dashed, or 
other style line. 

• Arrows displays a submenu, where you can select dif- 
ferent arrowhead styles and sizes. 

Click anywhere in the worksheet to deselect the arrow. 
Click the arrow again to reselect it. 
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Figure 7-1: The Shapes gallery. 
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Figure 7-2: A drawn selected arrow. 



Insert Sailed Images 




isinq .Shapes 

Select a shape 




es. The Shapes gallery appears. 



2. Click and drag the mouse in any direction. Release the 
mouse. The shape appears on-screen with eight selection 
handles around it, along with a rotation handle. 

3. If you want the shape to contain text, with the shape 
still selected, begin typing the desired text. 

4. Choose Drawing Tools FormatOShape Fill. A list of 
options appears: 

• Theme or Standard Colors: Changes the interior color. 

• No Fill: Shape becomes an outline without interior 
color. 

• Picture: Opens the Insert Picture dialog box, where 
you can select an image to display inside the shape. 

• Gradient: Displays a gallery of gradient fills. 

• Textures: Shows a gallery of texture fills (see Figure 7-3). 



Insert Saved Images 



h Choose InsertOIllustrationsOPicture. The Insert Picture 
dialog box opens. 

2. Locate and select the picture you want to place in the 
worksheet. (See Figure 7-4.) 

3. Click Insert. Excel places the picture on the worksheet 
with selection handles surrounding the image. 
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Figure 7-3: Drawing shapes on an Excel worksheet. 
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Figure 7-4: Insert a logo or photograph. 
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Anmtate with Text Boxes 



DropfiQQEs 



xtOText Box. The mouse pointer looks 
like an upside-down cross. 

2. Click and drag diagonally on the worksheet to draw the 
box the approximate size you want. You can resize or 
move it later if necessary. You see a text box like the one 
shown in Figure 7-5. A blinking cursor appears inside 
the text box. 

3. Type the desired text. 

4. Click outside of the text box to deselect it. 

5- Right-click the text box and choose Format Shape. The 
Format Shape dialog box (shown in Figure 7-6) opens. 
In this dialog box, choose any of these formatting options: 

• To add a background fill to the text box, click Fill and 
select an option from the right side of the dialog box. 



• To change the border that surrounds the text box, 
click Line and choose a line option. 

• To change the style of line surrounding the text box, 
click Line Style and choose any desired options. 

• To add a shadow around the text box, click Shadow 
and then select an option from the Presets drop- 
down list. 

• Make the text box three-dimensional with choices in 
the 3-D Format and 3-D Rotation sections. 

• From the Text Box option, select Resize Shape to fit 
text. As you add or remove text from the text box, the 
box expands or contracts to fit around the text. 

6. Click OK when you finish making your selections. 
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Figure 7-5: Annotate cells with text boxes. 
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Figure 7-6: Format text box text to add emphasis. 
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Add Clip Art 



— Add£lip Art 

DropBQDks, 



trationsOClipArt. The ClipArt task 
pane appears, as shown in Figure 7-7. 

2. In the Search For box, type a brief description of the 
image type you want, such as food, buildings, animals, 
or people. 

3- From the Search In list, choose where you want Excel to 
search. 

• My Collections: Includes searching in your private 
folders such as Favorites and My Documents. 

• Office Collections: Includes clip art, organized by cat- 
egory, installed with the Microsoft Office application. 

• Web Collections: Includes clip art from the Microsoft 
Office Online Web site. 

4. Choose the type of image you want from the Results 
Should Be drop-down list. Excel can locate clip art, pho- 
tographs, movies, or sound files. 



Click the plus sign next to any image type to further define the 
search options. 



5- Click the Go button. Excel displays a number of images 
representing the art you specified. 

6. Select the desired image. Excel places the image onto 
your worksheet, as shown in Figure 7-8. 



For thousands of additional pieces of free clip art, click Clip Art on 
Office Online. 



7. Click the Close button to close the Clip Art task pane. 
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Figure 7-7: Searching 
for clip art. 
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Figure 7-8: Placing clip art onto your worksheet. 
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Create WordArt 

DropfiQQEa 



tO WordArt. A gallery of options 

appears. 

2. Select a style. A box appears on the worksheet. 

3. Type the text you want. (See Figure 7-9.) The text shrinks 
to fit into the existing box, but you can resize it later. 

4. Click the Drawing Tools Format tab. 



To change the style of any or all of the WordArt, highlight the por- 
tion you want to change and choose Drawing Tools FormatoQuick 
Styles to make a selection. 



5. 



6. 



7. 



mi os 




Use the tools in the WordArt group to modify the 
WordArt text characteristics. All options include Live 
Preview, so as you pause your mouse pointer over any 
option, you see its effect on your WordArt object: 

• Text Fill changes the text color, gradient, or pattern. 

• Text Outline modifies the outer edges of the text. 

• Text Effects applies special effects such as shadow, 
reflection, rotation, and bevel. 

To apply a background to the WordArt object, choose 
Drawing Tools FormatOShape Styles. Next, click the 
More button. A gallery of themed styles appears. (See 
Figure 7-10.) 

Select a background option or click the Other Theme 
Fills arrow to select from several gradient options. 



To change multiple object characteristics, choose Drawing Tools 
FormatoShape Styles and then click the dialog box. The Format 
Shape dialog box opens. 
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Figure 7-9: Add elaborate text with WordArt. 
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Figure 7-10: Apply WordArt enhancements. 



Manipulate Graphics 



Maniwttate Graphics 

D r o pJB,QQE3 » 




want to modify. Selection handles 
appear around the object. Figure 7-11 shows a selected 
object. 

2. Perform any of the following actions: 

• Delete: Press the Delete key on the keyboard. 

• Move: Position the mouse pointer over the object, 
but not on the handles. Click and drag the object to 
the desired location. 



Optionally, nudge a selected object using the up, down, left, or right 
arrow keys. 



• Resize: To resize an object, position the mouse 
pointer over one of the white selection circles and 
drag the circle until the object reaches the desired 
size. Use the top or bottom middle handle to resize 
the object height. Use the middle left or right handle 
to resize the object width. Use a corner handle to 
resize both the height and width. 



If you want to constrain the sizing when resizing an object, hold 
down the Shift key. 



• Rotate Shape: Position the mouse over the green rota- 
tion handle until the pointer turns into a circle. Then, 
drag the green rotation handle until the object rotates 
to the desired angle. (See Figure 7-12.) This does not 
apply to arrows. 

• Rotate Arrow: Drag either of the white selection han- 
dles in the direction you want to rotate. 





To constrain rotation to 1 5-degree angles, press and hold the Shift key 
while rotating the object. 
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Figure 7-1 1 : A selected object with eight selection handles and a rotation handle. 
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DropBSci 



ols FormatOSizeOCrop. 



2. Position the mouse over a corner of the image to display 
crop handles. A crop handle looks like an upside-down 
and backward letter L, as shown in Figure 7-13. 

3- Click and drag a crop handle inward to crop out an area 
of the image. 

4. Release the mouse button. Excel crops the image. 

5. Continue cropping other edges of the image, as needed. 

6. Click the Crop button again to turn off the Crop tool. 



flip an Object 



h Select the object you want to flip. 

2. Choose Picture Tools FormatOArrangeORotate. A menu 
of choices appears. As you pause your mouse over a 
menu option, Excel previews the effect on the picture. 
(See Figure 7-14.) 

3. Select from the following options: 

• Rotate Right 90° 

• Rotate Left 90° 

• Flip Vertical 

• Flip Horizontal 



Choose More Rotation options to display the Size and Properties 
dialog box, where you can set many options precisely including 
size, rotation, and cropping. 





$152^73.07 
























Figure 7-13: Removing undesired areas of a picture — in this 
example, the car on the left. 
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Figure 7-14: Flipping an object. 



III! 70 



Align Multiple Graphics 




2. 



3. 




Multifile Graphics 

and then hold down the Ctrl key 
and select any subsequent objects. 



For assistance in selecting multiple objects, select one object and 
then choose Drawing Tools FormatoArrangeOSelection Pane. 



Choose Drawing Tools FormatO Arranged Align. A list of 
options appears. (See Figure 17-15.) 

Choose a menu option. Figure 7-16 shows three arrows 
aligned both center and middle. Some options include: 

• Align Left: Aligns two or more objects so their left 
edges are the same as the leftmost selected object. 

• Align Right: Aligns two or more objects so their right 
edges are the same as the rightmost-selected object. 

• Align Top: Aligns two or more objects so their top 
edges are the same as the highest-selected object. 

• Align Bottom: Aligns two or more objects so their bot- 
tom edges are the same as the lowest-selected object. 

• Snap to Grid: When active, using any of the align 
options aligns the objects to the closest grid intersec- 
tion. When Snap to Grid is turned on, nudging an 
object with the arrow keys moves the object one grid- 
line at a time. With Snap to Grid turned off, nudging 
an object moves it one pixel at a time. 

• View Gridlines: Turns the gridline display off and on 
in the Excel worksheet. 
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Figure 7-15: Select an alignment option. 
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Control Object Order 



r~ L patrol Vwect 

DropBools 



ou want to move. 



2. Choose Drawing To olsO Arranged Bring to Front. 
A menu of options appears. 



Optionally, choose Send to Back to move a selected object behind 
another one. 



3- Choose Bring Forward or Bring to Front. The selected 
object moves on top of the other object or objects. (See 
Figure 7-17.) 




Group Objects Together 

1. Select two or more objects. 




2. 



Illl 72 



An alternative way to select objects is to choose HomeOEditingO 
Find and SelectoSelect Objects. Next, use the mouse to draw an 
imaginary bax araund the objects yau want to select. Click the 
Select Objects option again to turn off the feature. 



Choose Drawing Tools FormatO Arranged Group. The 
selected objects become one object with a single bound- 
ary box around it. With grouped objects, any changes you 
make affect the entire object. In Figure 7-18, you see the 
rectangle, circle, and triangle grouped together as one. 



When you group objects, you combine them; therefore, any changes 
you make affect the entire object. Changes include move, resize, flip, 
rotate, crop and any style, shadow, or color changes. You can also 
create groups within groups to help you build complex drawings. 

You can ungroup a group of objects at any time and then regroup 
them later. To ungroup the object, choose Drawing Tools Formate 
ArrangeOUngroup. 
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Figure 7-17: Rearranging the objects so the red triangle is on top of the yellow circle. 
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Figure 7-18: Combine multiple objects into one. 



Dr(#B<J«#6«# Workbooks 



m et's begin by clearing up a couple of terms. A worksheet, sometimes 
mm called a spreadsheet, is a collection of cells that can have more than 1 
million rows down and more than 16,000 rows across. Each cell of each 
sheet can contain more than 32,000 characters. 

Secondly, a workbook is a collection of worksheets. By default, each time you 
create a new Excel workbook, it contains three worksheets. Each workbook 
however, can have an almost unlimited number of worksheets, limited only 
by your computer memory. The resulting possible number of cells in a sin- 
gle workbook is too huge to even dream about, but the fact remains you 
could create a single huge workbook. Realistically, however, you'll probably 
have a number of different workbooks, each with a number of worksheets. 

Excel makes it easy to work with multiple worksheets. You can maneuver 
between the sheets by clicking a sheet tab. It even provides navigation but- 
tons for situations when you have a lot of tabs. This chapter is primarily 
about working with multiple sheets. You discover how to insert, delete, 
move, and copy worksheets, rename the tabs that reference them, and create 
formulas that reference other worksheets or workbooks. 

Finally, you discover how to create hyperlinks to jump to Web sites, other 
cells, or workbooks and how to create an instant e-mail. 




Get ready to . . . 

Insert Additional Worksheets 74 

"-► Delete Worksheets 74 

Rename Worksheets 75 

Copy Worksheets 75 

Move or Copy Worksheets to a 

Different Workbook 76 

Hide and Unhide Worksheets 77 

Change Worksheet Tab Colors 77 

Generate References to Other 

Worksheets 78 

Cross- Reference Other Workbooks 79 

Insert a Hyperlink 80 



Chapter 8: Managing Workbooks 



Insert Additional Worksheets 



DropBaoks 



ellsOInsertOInsert Sheet. Excel auto- 
matically inserts a new blank worksheet on top of the 
currently selected sheet. (See Figure 8-1.) Excel automat- 
ically assigns the next number — such as Sheet4. 

2. Click a different worksheet tab. That worksheet becomes 
the current sheet. 

3. If your workbook has more worksheets than you can see 
at the bottom, click the First, Previous, Next, or Last 
navigation buttons in the bottom-left corner of the 
workbook. 

Delete Worksheets 

h Choose HomeOCellsODeleteODelete Sheet. If any cells 
in the selected sheet have data in them, a warning mes- 
sage appears, as shown in Figure 8-2. 



A worksheet with no data in it will not display the warning message. 




2. Click the Delete button. 




Use caution when deleting worksheets. The Undo feature does not 
work with the Delete Sheet function. 
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Figure 8-1: Inserting a new worksheet. 
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Figure 8-2: Delete an unwanted worksheet. 
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Copy Worksheets 




e Worksheets 

Vtiywirere ©fc^ie sheet you want to rename. 

2. Choose HomeOCellsOFormatORename Sheet. The 

worksheet tab becomes highlighted. Leave it highlighted 
so that you can replace it with a new name. 

3- Type a unique name for the worksheet, as shown in 
Figure 8-3. Remember that two worksheets in a single 
workbook cannot have the same exact name. Press Enter 
to accept the change. 



Be descriptive, but keep the name short. When you have lots of 
worksheets with long names, it can be more difficult to maneuver 
from one to the next. 




Copy Worksheets 



h Click anywhere on the worksheet you want to duplicate. 

2. Choose HomeOCellsOFormatOMove or Copy Sheet. 
The Move or Copy dialog box appears. 

3- Check the Create a Copy box. (See Figure 8-4.) 

4. Select where in the order of the worksheets you want 
the duplicate sheet placed. 

5. Click OK. Excel duplicates the sheet and gives it the 
same name as the copied sheet, plus numbers it 
sequentially. 



To change the worksheet tab order, drag the worksheet tabs left or 
right. 






CmtomtT Table - *AtrniDtt EjflJ 






















1 




















t\ 


** C<Um - LL 


A* *~ ™ ■ «■ ^ 












a. V 


r 








• 








ji b / p ^23 - 


• m mm p P 












I^n - 




























































d -ta *J i 


B * 


j • 


i t 





9 I 




. a 




1 i 


■■pUUHL 






Ufcll J\V 








2 ALTREIBER AUOCLATB. 


1711 E. S2ND STREET 


CHICAGO 


IL 


•OH 








3 AuGLCOWEBOALiSiTERIOR 


HBi.3LjPPR0A3 


CHICAGO 




WW] 3 








1 AVERICON ENTER(i>iii£i_L±jC 


21H -EEvEtROilO 


CHICAGO 




MMI 










hm i. wth stout 


rv3u.<iAAOtJt 












( AHtiyL^ HQWt!., INC 




CHICAGO 


n. 


Jso*M 










34J41 RAIC<A} *iAVWAY. 411 1 ', MI 


Chicago 












6 ftAfl«C&*L.T11lrfTlON. INC. 


iti3«a»**Ei(ieAW. 


CAftHCl 


-JSL 










S BEERLCONiJFlTPONCO. 


SLM VETSTDnE MROSSIHB 


SC*-ESViLi£ 


w 










E=:EEE-= TO*: 3^:. '.TOR- 


6LBE MARWETSTCSET 


iVOIANABOUS 


m 


Wis 








SI BRcCtCJLSWPQtMMLTTIt, IMC- 


Hi* V Ci.fS Kvt 


WIUOWDEOOt I. 










11 IuvuCy I anOMwi 




CAAMu 














Hid POST 










34 hiTTWiuawcaLiftvici 




fVANlTOff 




m:ci 








15 CAP LfcSO C Ofl GOflATl ON 


E>;* '--lATEAOJA'r OPiVE 


LEMONT 


IL 










U GU1JC4V. .ChAK A GlOOR 

;5 - ->i=:- e.-ii 


«LD N. «AhGQJA£ «DAD 

l*K SEAYYAW LAN£ 

jj471,MO*i;i|* 


soia^ajcts 


IN 

IL 


462L! 

6DU3 
Wll 










ji 








15 <K4»lUt PRANOTCOKIT Hit"* UHlUlAN tt*((T 














jo CwCiOO chaMbWmOuli 


unn miwmihit iuhjji mm 


••Ota 


w 










21 Ch:CAOD deugn allociatel^ 


LU5£ M^HtlASE 1THEET 


CAHMEL 


iN 


^6032 








22 OMNA VEDI4 


76*3 WASHINGTON -&.VH. 


WfflANAPOUS 


IN 


4K» 








,r ctonlg. 


49S7W1«OW = : jE VT 


INDIANA POOS 


IH 


4fi2fll 










«l*l.t*Oo(yrriiN»ins*(i 


Chicago 














sa„-i ■.ivowbHY o*nrf 


v\3ii^AAC^n 


K 

















■tan 

. it □ 


j ... 



















Figure 8-3: Rename a worksheet. 
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Figure 8-4: Duplicating a worksheet. 



Chapter 8: Managing Workbooks 



_~ McuUe or CopuWovksheets 



1. Open the workbook to which you will move the 
worksheet. 

2. Open the workbook that contains the worksheets you 
want to move. 



3. 



4. 



5. 



6. 



7. 



8. 



Click anywhere on the worksheet you want to move. If 
you don't see the sheet you want, click the tab naviga- 
tion buttons until you see it. 



If you want to move or copy multiple worksheets, hold down the 
Ctrl key and click additional tabs. If you want to move or copy all 
the existing worksheets to another workbook, right-click a sheet tab 
and choose Select All Sheets. 



Choose HomeOFormatOMove or Copy Sheet. The 
Move or Copy dialog box opens. 




Click the To Book drop-down list as in Figure 8-5 and 
select the workbook to which you want to move or copy 
the sheets. 

If you want to duplicate the sheets to the other work- 
book, click the Create a Copy box. 

Select where in the order of the existing worksheets you 
want the moved sheet placed. 

Click OK. Excel moves or copies the worksheets to the 
other workbook. In Figure 8-6, the sheet named 
Customer List was moved from the Customer Table 
workbook to the Names and Address workbook. 
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Figure 8-5: Select another workbook. 



If you chose to copy a sheet to another workbook in which a sheet has 
the same name, Excel keeps the same name but adds a sequential num- 
ber to the end. 

You cannot copy or move a worksheet created in an Excel 2007 work- 
book to one created in an earlier version of Excel. 
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Figure 8-6: Move worksheets from one workbook to another. 



Change Worksheet Tab Colors 




nd Unhide Worksheets 

Vtiywirere \Wne worksheet that you want to hide. 



Choose HomeOCellsOFormatOHide & UnhideOHide 
Sheet. Excel hides the worksheet from view. All formula 
references to a hidden worksheet are still valid even 
when a worksheet is hidden. 



Optionally, right-click a worksheet tab and select Hide (or Unhide). 
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cancel 



Figure 8-7: Select a worksheet to unhide. 




When a worksheet with a colored tab is the current worksheet, Excel 
does not display the tab color in full. It only displays a colored line under 
the tab name. The tab becomes full color when the worksheet is not the 
active one. 



3. To unhide the worksheet, choose Choose HomeO 
CellsOFormatOHide & UnhideOUnhide Sheet. A dialog 
box, like the one in Figure 8-7, appears, listing all cur- 
rently hidden worksheets in the active workbook. 

4. Select the worksheet you want to unhide and click OK. 

Change Worksheet Tab Colors 

h To recolor the tab of a worksheet, click anywhere in that 
worksheet. 

2. Choose HomeOCellsOFormatOTab Color. The Tab 
Color gallery that you see in Figure 8-8 appears. 

3. Select a color. 

Select No Color to remove a tab color. 
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Figure 8-8: Make certain worksheets easy to locate by changing their tab colors. 
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Generate References 
UrOfimQOto&fieets 



h Select the cell into which you want to enter a reference. 
2. Perform one of the following actions: 

• To display a value located in another cell on the same 
worksheet, type the equal sign and then the cell 
address. For example, type =B45. If the value in 

B45 changes, the cell with the reference to B45 also 
changes. 

• To display a value located in a cell on a different work- 
sheet but in the same workbook, type the equal sign. 
Next, click the worksheet tab containing the cell you 
want to reference and then click the actual cell you 
want to reference. Press the Enter key. Excel displays 
the equal sign, the worksheet name, an exclamation 
point, and the cell reference. (See Figure 8-9.) 



To include a cell located on a different worksheet but 
in the same workbook in a formula, begin to type the 
formula. In the place where you want to position the 
distant cell reference, click the worksheet containing 
the cell and then click the actual cell. Follow this 
with the remainder of the formula. Figure 8-10 illus- 
trates an example of a formula using a reference to a 
different worksheet. 



Formulas referencing other worksheets or other workbooks can 
also be compound formulas or used in a function. 
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Figure 8-9: Creating a reference to another worksheet in the same workbook. 
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Figure 8-10: Including a reference in a formula. 



Cross-Reference Other Workbooks 



D r<M< 



eferqnce Other Workbooks 

k to which you will refer. For simplic- 
ity sake, call this Workbook2. 

2. Click the desired cell in the workbook where you want 
to create a reference. Call this Workbookl. 

3- In Workbookl, begin the formula or reference with an 
equal sign. 

4. If using a function or formula, enter any portion that 
you want to precede the cross reference. 

5. Click the cell that you want to reference from 
Workbook2. 

6. Finish the remainder of the formula or press the Enter 
key. Excel displays the equal sign, an apostrophe, and 
then the Workbook2 filename in brackets followed by the 
worksheet name, a closing apostrophe, an exclamation 
point, and then, the absolute cell reference. For example, 
[Sales.xls] January' !$E$ 10 refers to the value in cell E10 

of the sheet January in the Excel file named Sales. See 
Figure 8-11 for an example of a cross reference. 



Excel uses absolute references (with dollar signs) when referring to 
other workbooks. 



When you open a workbook containing a cross refer- 
ence, Excel displays a message such as the one shown 
in Figure 8-12, prompting you with a security alert 
so it can determine whether to update the cross- 
referenced cell. Click Enable Contents if you want 
Excel to check the originating workbook for changes 
to the referenced cell. You may see another confirma- 
tion message. 
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Figure 8-11: Create a reference to another workbook. 
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Figure 8-12: Updating a cross-referenced cell. 
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t a Hupertink 



- 




lcef aVell OT^mphic object then choose InsertO 
LinksOHyperlink. The Insert Hyperlink dialog box, 
shown in Figure 8-13, appears. 

2. If you clicked a blank cell in Step 1, in the Text to Display 
box, you can type the text you want the cell to display 

If you started with a cell already containing data or an 
object, you can change the displayed text. 

3. Select an option: 

• If you want to link to a different file, locate and select 
the filename. When the user clicks the link, the refer- 
enced file will open. 

• If you want to link to a Web site, enter the Web 
address in the Address text box. When the user clicks 
the link, the Web browser opens to the referenced 
Web page. 

• If you want to link to a different cell in the current 
workbook, click the Place in This Document button, 
then specify which worksheet and cell location you 
want to reference. When the user clicks on this link, 
he or she is redirected to the specified cell address. 

• If you want to send an e-mail when the link is 
selected, click the E-mail Address button and then 
enter the recipient's e-mail address and a subject 
(Figure 8-14). When the user clicks the link, the 
users e-mail program starts, as you also see in 
Figure 8-14. 
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Figure 8-13: Creating a Hyperlink. 




Click the ScreenTip button to enter text you want displayed, such as a 
prompt or hint that appears whenever the user pauses the mouse over 
the link. 

To remove a Hyperlink, right-click the link and select Remove Hyperlink. 
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Figure 8-14: Create an e-mail via an Excel Hyperlink. 



4. Click OK. 
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Change Worksheet Views 85 

Freeze Worksheet Titles 86 

Split the Excel Screen 87 

Arrange Windows 87 

Compare Worksheets 88 

Save as a Template 88 

Open a Template 89 

Create a Workbook from an Existing File 89 

Monitor Cells in the Watch Window 90 

Chapter 10: Sorting Data 91 

Use the Toolbar to Sort 92 

Work with the Sort Command 93 

Sort by Multiple Criteria 94 

Create a Customized List 95 

Sort by Day Month, or Custom List 96 

Remove Duplicate Records 96 

Sort by Cell Format 97 

Search for Data 98 

Find All Data Occurrences 99 

Locate Cells Based on Format 99 

Use the Replace Command 100 



Chapter 11: Creating Charts 101 

Create a Basic Chart 102 

Insert a Chart 104 

Change the Chart Type 106 

Adjust the Chart Location 106 

Display a Chart Title 107 

Customize the Chart Legend 108 

Add a Data Table 108 

Show Data Labels 109 

Select a Chart Color Style 109 

Change Axis Options 110 

Enhance a 3-D Chart Ill 

Place a Picture in a Data Series 112 

Adjust Chart Data 112 

Chapter 12: Printing Workbooks 113 

Spell Check 114 

Preview Before Printing 115 

Add a Manual Page Break 115 

Set a Specific Area to Print 116 

Adjust the Paper Orientation and Size 116 

Make Worksheets Fit Better on a Page 117 

Set Page Margins 117 
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Add a Standard Header or Footer 119 
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Someone once wrote about the importance of seeing and being seen. 
Although I'm sure that quote referred to people, it also can apply to 
your Excel worksheets. You need to see them in many different contexts. 
That's what this chapter is about — seeing your workbook from different 
perspectives by using the following techniques: 

Viewing alternatives such as zooming in or out, displaying page 
breaks, or seeing the worksheet without the Ribbon and other screen 
elements. 

Splitting the screen to see multiple sections of a worksheet at the same 
time or viewing multiple worksheets together. 

Freezing portions of a worksheet so you can see category or row 
headings. 

Comparing two spreadsheets on the screen. 

Creating templates that can bring consistency, such as the company 
standards or personal preferences, to your workbooks. 

Monitoring specific cells for changes. 



Go ahead, take a look! 
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Zoom In or. Out 



r~ Loom in or, vu\ 

DropEQQks 




om. The Zoom dialog box appears. 



Optionally, click the magnification box next to the Zoom controls. 
The magnification box and the Zoom controls are located on the 
status bar. 



WfUM 



Oiw* 
OS* 



Figure 9-1: Select a zoom percentage. 



2. Select a magnification percentage from the Zoom dialog 
box as seen in Figure 9-1. A higher zoom setting makes 
the text appear larger so you see less on the screen; a 
lower setting shows more on the screen, but the data 
appears smaller. Zooming does not affect the printed 
data size. Click OK. 

Use the Zoom Controls 

h Click the Zoom In button on the Zoom Control. Excel 
increases the magnification percentage by 10% for each 
click of the Zoom In button. (See Figure 9-2.) 

2. Click the Zoom Out button on the Zoom Control. Excel 
decreases the magnification percentage by 10% for each 
click of the Zoom Out button. 

3- Click and drag the Zoom slider bar to the right. Excel 
increases magnification. 

4. Click and drag the Zoom slider bar to the left. Excel 
decreases magnification. 




Select the Custom option and enter your own setting from 1 0% to 400%. 
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Figure 9-2: Using the Zoom Controls. 
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Change Worksheet View)s 




2. 



e Worksheet Vieitis 

OQ 4>W$rfsheet ViewsOPage Layout View. As 
in Figure 9-3, the Page Layout view displays your work- 
sheets on individual pages that correspond to printed 
pages. A ruler appears on the top and in the header and 
footer area. See Chapter 12 for more on headers and 
footers. 

Choose ViewO Worksheet ViewsONormal. Excel returns 
to the default Normal view, which shows one continu- 
ous page of columns and rows. 

3. Choose ViewO Worksheet ViewsOPage Break Preview. A 
Welcome to Page Break Preview dialog box appears. 

4. Click OK. The Excel mode changes to Page Break 
Preview, where Excel indicates page breaks with lines. 
(See Figure 9-4.) You can click and drag these lines to 
modify where pages break. See Chapter 12 for more on 
using page breaks. 

5- Choose ViewO Worksheet ViewsOFull Screen. You see 
only the worksheet itself with its row and column head- 
ings, worksheet tabs, and the title bar. The Ribbon, 
Quick Access toolbar, and the Status bar are hidden. 

6. Press the Escape key. Excel returns to Normal view. 



On the Status bar, next to the Zoom Controls, you find three icons 
you can use to quickly switch among the Normal, Page Layout View, 
and Page Break Preview modes. 
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Figure 9-3: Page Layout View. 
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Figure 9-4: Page Break Preview. 
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e Worksheet Titles 



want to freeze: 



• Columns: Select the column to the right of the 
columns you want to freeze. For example, click cell 
B 1 to freeze only column A. 

• Rows: Select the row below the rows you want to 
freeze. For example, click cell A4 to freeze rows 1, 2, 
and 3. 

• Columns and rows: Click the cell below the rows 
and to the right of the columns you want to freeze. 
For example, click cell B2 to freeze both column A 
and row 1 (as shown in Figure 9-5). 



Freezing panes only affects the current worksheet. If you want to 
freeze other worksheets, you must select them individually and 
freeze them. 



Choose ViewOWindowOFreeze PanesOFreeze Panes. 
A thin black line appears to separate the sections. As 
you see in Figure 9-6, as you scroll down and to the left, 
row 1 and column A remain visible even though you 
see rows 190 through 218 in the bottom section and 
columns F through M on the right. 



Normally when you press the Ctrl+Home key, Excel takes you to 
cell Al. However, when Freeze Panes is active, pressing Ctrl+Home 
takes you to the cell just below and to the left of the column head- 
ings. However, you can still use your arrow keys or click your mouse 
to access any cell. 





3- Choose ViewOWindowOFreeze PanesOUnfreeze Panes 
to remove the freeze from row and column headings. 
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Figure 9-5: Cells above and to the left of the current cell will be frozen. 
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Figure 9-6: Keep titles visible by freezing the panes. 



Arrange Windows 



SpliLihe Excel i 

DropBooEs 



Screen 



tow and column where you want to 
split your screen. This is usually somewhere around the 
middle of the screen. 

Choose ViewOWindowOSplit. Excel splits the window 
horizontally into two or four panes each separated from 
other panes by bars. Each pane has its own set of scroll 
bars (see Figure 9-7). 

Drag the horizontal split bar up or down or the vertical 
split bar left or right to resize the window sections. 



Optionally, double-click any part of the bars that divide the panes 
to remove that particular split. 



4. Choose ViewOWindowOSplit again to remove the split. 




Arrange Windows 



h Open two or more workbooks. 

2. Choose ViewOWindowO Arrange. The Arrange Windows 
dialog box, shown in Figure 9-8, appears. 

3- Make a selection: 

• Tiled arranges the open workbook windows so they 
do not overlap each other. 

• Horizontal places the open workbook windows hori- 
zontally on top of each other. 

• Vertical lays the open workbook windows side by side. 

• Cascade arranges the windows so that they overlap 
each other, keeping the title bar visible. 

4. Click OK. 
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Figure 9-7: Splitting a window to view different areas of the worksheet 
simultaneously. 



Air-HM|tf Win'lsw* Z. 



OK 



Figure 9-8: Arranging to see multiple worksheets. 



Maximize the workbook to return it to a larger size. 
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Compare Worksheets 



compare worn 

DropBoofca 



oks. 



2. Choose ViewOWindowOView Side by Side. The two 
workbooks are split horizontally on the screen as shown 
in Figure 9-9. 

3- Scroll down or across a worksheet. Notice the other 
worksheet scrolls simultaneously. 

4. Choose ViewOWindowOSynchronous Scrolling to turn 
off the option to scroll the worksheets independently. 

5. Choose ViewOWindowO Reset Window Position, if 
you want to reset the workbook windows to the posi- 
tions they were in when you first started comparing 
workbooks. 

6. Choose ViewOWindowOView Side by Side to return the 
windows to Normal mode. 



Satfe as a Template 



h Create an Excel workbook. Templates can store format- 
ting, worksheet layouts, data, formulas, and much more. 

2. Choose Office ButtonOSave As. The Save As dialog box 
appears. 

3. Type a name for the template in the File Name text box. 

4. Choose Template from the Save As Type drop-down list. 
Excel automatically saves the template in the default 
template location (see Figure 9-10). Click Save and close 
the workbook. 
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Figure 9-9: Comparing data between two different workbooks. 
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Figure 9-10: Saving a template. 
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Create a Workbook from an Existing Fife 



OpetLM Temvtate 



nONew. The New Workbook dialog 



box opens. 




2. 
3. 

5. 



Using the Ctrl+N shortcut doesn't work here. It automatically cre- 
ates a new standard blank worksheet, not one from a specially 
saved template. 

Click any category in the Microsoft Office Online area to view a 
great collection of mostly free templates. 



Click My Templates. 

Click Create. The New dialog box displaying your cus- 
tomized templates appears. (See Figure 9-11.) 

Select the template you want to use. 

Click OK. 




Create a Workbook from 
an Existing Fite 



h Choose Office ButtonONew. The New dialog box opens. 

2. Click New from Existing. 

3. Click Create. The New from Existing Workbook dialog 
box. shown in Figure 9-12, appears. 

4. Locate and click the workbook you want to open. 

5- Click Create New. Excel opens a copy of the workbook. 
The filename in the title bar shows the same name as 
the original with a number after it. 
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Figure 9-11: Create a new file based on a template. 
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Figure 9-1 2: Use an existing file as a template. 



When you choose to save the workbook, the Save As dialog box auto- 
matically opens, prompting you for a filename. 
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[tor Celts in the Watch Window 



III 90 



Formula AuditingO Watch Window. 
The Watch Window opens. 

Click Add Watch. The Add Watch dialog box in Figure 
9-13 appears. 

Select the cell or cells you want to watch or manually 
type the cell reference address. 

Click Add. Excel adds the cells to the Watch Window, 
including any values or formulas within the cells. If you 
scroll away from the original cells, the Watch Window 
always displays the cell contents. (See Figure 9-14.) 

Repeat Steps 2 through 4 to add another watch area to 
the Watch Window. You can add watches with cells on 
the same worksheet, a different worksheet, or a different 
open workbook. 



6. As necessary, perform the following actions: 



• To remove a cell from the Watch Window, click the 
cell name and then click Delete Watch. Excel imme- 
diately removes the cell from the window. 

• To move the Watch Window, click and drag the win- 
dow's title bar anywhere on-screen. 

• To resize the columns within the Watch Window, 
position the mouse pointer over a column in the 
Watch Window and drag to resize the column. 

7- When finished, click the Watch Window's Close button. 
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Figure 9-13: Add an area you want to watch. 
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Figure 9-1 4: The Watch Window stays active no matter what area of the workbook 
you are using. 



Sometimes worksheets become quite large, making locating particular 
pieces of information time-consuming and difficult. If your data is in 
an array, you may find the data easier to view if it is sorted in a particular 
manner. 

Perhaps you have multiple worksheets, and you want to locate every occur- 
rence of a specific value. Or, maybe you're just a neat freak and want every- 
thing to be in a particular order. Excel contains features to help your arrange 
your worksheets in an easy-to-manage sequence. 

In this chapter, you discover how to: 

Sort your data in ascending or descending order using either the tool- 
bar or the Excel Sort dialog box. 

Perform a secondary sort if the primary sort has multiple matches. 

Sort data containing days of the week or month names. 

Create a customized list of frequently used names or terms. 

Locate cells containing data you specify, whether the data is part of a 
formula or a resulting cell value. 

"^ Quickly replace data containing certain information with another 
specified set of data. 

Locate all cells with a particular style of formatting and easily replace 
them with a different format. 




Get ready to . . . 

Use the Toolbar to Sort 92 

"*Work with the Sort Command 93 

Sort by Multiple Criteria 94 

Create a Customized List 95 

Sort by Day, Month, or Custom List 96 

Remove Duplicate Records 96 

"■►Sort by Cell Format 97 

-■►Search for Data 98 

,m + Find All Data Occurrences 99 

Locate Cells Based on Format 99 

■■^ Use the Replace Command 100 



Chapter 10: Sorting Data 



Use-the Toptbar to Sort 



DropBoQls, 




ing, create a list in contiguous order 
and with headings specifying the contents of each col- 
umn. Figure 10-1 illustrates an ideal data array. 

2. In the column you want to sort by click any cell con- 
taining data. 

If the data is in a connected list, you do not have to select it first. If 
it's not, you must first select the entire list. If Excel finds unselected 
data in columns next to the selected data, it may prompt you for 
more information. 

3- Choose DataOSort & FilterOSort A to Z. (If the current 
cell contains a value, the button says Sort Smallest to 
Largest.) Excel sorts the entire list in ascending order. 

Sorting text data in ascending order sorts text A-Z; sorting numeric 
information in ascending order sorts low to high (1-10); and sort- 
ing dates in ascending order places the earliest date first. 

Excel sorts in the following pattern: numbers, spaces, special char- 
acters which are !"#$%&( )*,Y:;?@[\] A _M | }~ + 
< = > and, finally, alphabetic letters. 

4. Choose DataOSort & FilterO Sort Z to A (or Largest to 
Smallest). Excel sorts the entire list by descending order. 
Figure 10-2 shows the Name column sorted in descend- 
ing order (from highest to lowest). 

If Excel incorrectly sorts a cell that contains a value, make sure the 
cell is formatted as a number and not as text. 






Sorting text data in descending order sorts text Z-A; sorting numeric 
^^^^ information in descending order sorts high to low (10-1 ); and sort- 

92 VSjf ing dates in descending order places the latest date first. 
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Figure 10-1: Data for sorting. 
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Figure 1 0-2: A sorted data array. 



Work u/ith the Sort Command 



Drop 



Work-tilth the Sort Command 

JXlif ti^a^ l irM*e list of data you want to sort. 



2. 



3. 



4. 



5. 



6. 




Select only a single column of data if you want to sort that column 
independently of the rest of the data. 



Choose DataOSort & FilterO Sort. The Sort dialog box 
opens. (See Figure 10-3.) 

If your data includes column headings, make sure the 
My Data Has Headers option is checked. If the data 
doesn't include column headings, deselect the option. 



Excel does not include header rows in the sort process. 




From the Sort By drop-down list, select the column by 
which you want to sort. (See Figure 10-4.) 

From the Sort On drop-down list, choose Values. (I dis- 
cuss the other options later in this chapter.) 

From the Order drop-down list, select how you want to 
sort the data: 

• Choose A to Z or Z to A to sort text values. 

• Choose Smallest to Largest or Largest to Smallest to 
sort numeric data. 

• Choose Oldest to Newest or Newest to Oldest to sort 
by dates. 
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Figure 1 0-3: The Sort dialog box. 
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Figure 1 0-4: Select the sort column. 




Click the Options button if you want to make the sorting case-sensitive 
(noncapitalized words before capitals). 



Excel sorts data in the following order: numbers, special characters, and 
finally alphabetic characters. Blanks are always placed last. 



7. Click OK. 
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Chapter 10: Sorting Data 



SouJbu Multiple Criteria 



DropBmEs, 




he list of data you want to sort. 

2. Choose DataOSort & FilterO Sort. The Sort dialog box 
opens. 

3. If your data includes column headings, make sure the 
My Data Has Headers option is checked. If the data 
doesn't include column headings, deselect the option. 

Although the most common sort is by rows (top to bottom), you can 
also sort by columns (left to right). In the Sort dialog box, click the 
Options button and then, under the Orientation section, choose Sort 
left to right. Finally, click OK. 

& Set up the primary sort criteria as in the previous section. 

Excel sorts dates formatted with slashes such as 11/22/68, as 
numeric data. Dates with the day or month spelled out must be sorted 
differently. See the later section, "Sort by Day, Month, or Custom 
List." 

5. Click the Add Level button. 

6. In the Then By section, select the secondary column you 
want to sort by if two or more items are identical in the 
first Sort By option. See Figure 10-5. 

7. Select how you want to sort the second data criteria. 
Repeat as needed. 



To delete an entry, select the sort entry and choose Delete Level. 
You must keep at least one sort entry in the list. 
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Figure 1 0-5: Select a second sort criteria. 



During an Excel sort, apostrophes (') and hyphens (-) are ignored, 
unless two text strings are the same except for a hyphen. In that situa- 
tion, the text with the hyphen is sorted as the latter. 
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Figure 1 0-6: A data array sorted by multiple criteria. 



8. Click OK. Excel performs the sort process. Figure 10-6 
illustrates data rows sorted first by State and then by City. 
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Create a Customized List 



r-N tret 

Drop 



Create a Customized List 

box appears. 
2. Choose Personalize 




1 Options. The Excel Options dialog 




3. Click Edit Custom Lists. The Options dialog box opens. 
Excel provides two ways to create a custom list: 



A custom list can contain text or text mixed with numbers. Use cus- 
tom lists to speed up data entry for commonly used terms such as 
sales people, regions, or products. 



• To create a list from items you have already entered 
into the worksheet, click the worksheet icon next to 
the Import button. The Options dialog box collapses. 
Highlight the worksheet cells containing your list and 
then press Enter. The Options dialog box reappears. 
Click the Import button. The data you selected 
appears in both the List Entries box and the Custom 
Lists box (see Figure 10-7). 

• To type your own list without entering it into the 
worksheet first, click New List from the Custom Lists 
section. Type your list in the List Entries text box as 
you see in Figure 10-8, separating each list item with 
a comma, and then click the Add button. 

4. Click OK twice. 



You can now use the AutoFill feature with the custom list by typing 
one list entry and using AutoFill to enter the other list entries. See 
Chapter 2. 
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Figure 1 0-7: Create your own custom lists from 
data in your worksheet. 




To edit a custom list, from the Custom Lists tab select the list that you want 
to edit. Make any changes in the List entries box and then click Add. To 
delete a customized list, select the list and then click Delete. You cannot 
edit or delete the Excel-provided fill series such as months and days. 
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Figure 10-8: Manually create a customized list. 
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Chapter 10: Sorting Data 



SouJfu Dqu. Month, or Custom List 



DropBiMts 



he list of data you want to sort. 

2. Choose DataOSort & FilterO Sort. The Sort dialog box 
opens. 

3. If your data includes column headings, make sure the 
My Data Has headers option is checked. If the data 
doesn't include column headings, deselect the option. 

4. Select your first sort criteria field. 

5. From the order drop-down list, select Custom List. The 
Custom List dialog box appears. 

6. Select the Custom List (see Figure 10-9) you want to 
sort by. 

7- Click OK. The Sort dialog box reappears. 

8. Set up any secondary or additional sort criteria. 
Click OK. 



Remove Duplicate Records 



h Select or click in the list of data you want to work with. 

2. Choose DataOData ToolsORemove Duplicates. The 
Remove Duplicates dialog box appears. (See Figure 
10-10.) 

3- Check or uncheck the columns you want Excel to 
examine. 

4. Click OK. Excel looks for and removes duplicates. A 
message tells you how many duplicates were removed 
(if any) and how many unique values remain. 

5. Click OK. 
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Figure 1 0-9: Sorting by weekday. 




By default, Excel sorts days and months alphabetically, not by date. 
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Figure 10-10: Let Excel find the duplicates for you. 



Sort by Celt Format 




Celt .Format 



4. 

5. 



6. 



7. 
8. 



9. 
10. 




list of data you want to sort. 



Sorting by cell format is helpful when you have specified condi- 
tional formatting conditions. It can sort all items meeting your con- 
ditions to the top or bottom of the data table. 



Choose DataOSort & FilterOSort. The Sort dialog box 
opens. 

If your data includes column headings, make sure the 
My Data Has Headers option is checked. If the data 
doesn't include column headings, deselect the option. 

Select your first sort criteria field. 

In the Sort On drop-down list, select one of the 
following: 

• Cell Color: Choosing this option sorts the cells based 
on the cell background formatting. 

• Font Color: Choosing this option sorts the cells 
based on the font color of the cell contents, regard- 
less of background formatting. 

Click the Order drop-down list. Several options, includ- 
ing Automatic and each color you used in your selected 
field, appear. 

Select the cell color or font color you want to sort by. 

Choose whether you want the formatted cells to appear 
at the top of the data range or at the bottom of the data 
range. (See Figure 10-11.) 

Add any additional sort criteria. 

Click OK. In Figure 10-12 you see the data sorted with 
the formatted cells at the top. 
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Figure 10-11: Sort by formatting. 
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Figure 10-12: Data sorted by formatting. 
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Chapter 10: Sorting Data 



r~ Seated for.Data 

DropHaoks 



ditingOFind & SelectOFind. The Find 
and Replace dialog box appears. 

2. In the Find What box, enter the value or word you want 
to locate. 

3- Click the Options button and specify any desired 
options. (See Figure 10-13.) 

• Within: Search just the current worksheet or the 
entire workbook. 

• Search: Select whether to search first across the rows 
or down the columns. 

• Look In: Select whether you want to search through 
the values or formula results, through the actual for- 
mulas, or if you want to look in the comments. 

• Match Case: Check this box if you want your search 
to be case-specific (for example, BOBCAT instead of 
BobCat or Bobcat). 

• Match Entire Cell Contents: Check this box if you 
want your search results to list only the items that 
exactly match your search criteria. 

4. Click Find Next. Excel jumps to the first occurrence of 
the match (see Figure 10-14). If this is not the entry you 
are looking for, click Find Next again. Excel advises you 
if it does not locate the data you are searching for. 

5- Click Close when you have located the entry you want. 
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Figure 10-13: The Find and Replace dialog box. 
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Figure 10-14: Excel finds data based on 
search specifications. 



Select Formulas when you are looking for a formula that references a 
specific cell address. 
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Drop 



Fin<LAii batfii Occurrences 




ingOFind & SelectOFind. The Find 
and Replace dialog box appears. 

2. In the Find What box, enter the value or word you want 
to locate. 

3- Click Options and specify any desired options. 

4. Click Find All. The Find and Replace dialog box 

expands, showing a list of each cell entry that contains 
your data (see Figure 10-15). 



Locate Celts Based on Format 

h Choose HomeOEditingOFind & SelectOFind. The Find 
and Replace dialog box appears. 

2. Click Options. Verify that these options are the ones you 
want to use. 

3- Click Format. The Find Format dialog box, shown in 
Figure 10-16, appears. 

4. Select any formatting options on which you want to 
search. You can choose any combination of options. 

5- Click OK. A preview of the formatting appears in the 
Preview box. 

6. In the Find What box, enter the value or word you want 
to locate. Leave this blank if you want to locate only 
cells with the specified formatting, regardless of the cell 
contents. 

7- Click the Find or the Find All button. Then click Close. 



Locate Celts Based on Format 
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Figure 10-15: Find All results. 



Mini I- nrm.it 

Hurt* . Aim 


imi fort ferjv H 














Trfona 




Md 




r 







«-«*>.» 


■ 


ii 

u 
I* 




RNMl 

If Tine* Nvm Bgntm w 








v 




■ v 




. State 






AaBbCcYyZz 








1 







Figure 10-16: Find cells based on Format options. 
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he Replace Command 

OQolnVS< 




ditingOFind & SelectOFind. The Find 
and Replace dialog box appears with the Replace tab on 
top. (See Figure 10-17.) 



If you want to replace data in only certain cells, rows, or columns, 
select the desired area before you open the Find and Replace dia- 
log box. 



2. In the Find What box, enter the data you want to locate. 

3- In the Replace With box, enter the data with which you 
want to replace the found data. 

4. Click Find Next to locate the first found occasion or 
click Find All to display a list of all occurrences. 



You can sort the results of a Find All search by clicking a column 
heading. 



5. If you want to use the replacement data, click Replace. 
Excel performs the replacement and locates the next 
occurrence. 

6. If you want to replace all occurrences at the same time, 
click Replace All. Excel displays an information box, like 
the one in Figure 10-18, indicating the number of 
replacements made. 

7. Click OK. 
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Figure 10-17: Exchange data with the Find 
and Replace feature. 
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Figure 10-18: Making global replacements. 



If you want to look for data that also has specific formatting, click the 
Format button and match the formatting you are searching for. 



Just as with the Find data, you can specify that the replacement data 
must have specific formatting. 
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($mGtM& Charts 



m M/hoevev said a picture is worth a thousand words is most certainly 
WW referring to a chart. Let's face it. . . we like looking at pictures more 
than we like looking at sheets of data. Charts, sometimes referred to as 
graphs, provide an effective way to illustrate your worksheet data by making 
the relationships between numbers easier to see. The chart turns numbers 
into shapes and enables you to compare the shapes to each other. 

If you've ever spent hours drawing a chart on graph paper, you'll really 
appreciate the ease with which you can create dozens of different chart styles 
using your Excel data. And you don't really have to draw a thing! With just a 
few decisions on your part and a few clicks of the mouse, you have a two- or 
three-dimensional illustration of your data. 

Charts let you get your thoughts across with simplicity and strength and, 
because different charts may cause you to draw varied conclusions, they also 
prod you to ask questions about what you are seeing. Whatever the idea you 
are trying to convey, charts make it easier. 

In this chapter, discover how to 

"^ Quickly and easily create a chart 

Modify a chart whether in appearance or content 

"^ Work with a three-dimensional chart 




Get ready to . . . 

Create a Basic Chart 102 

--►Insert a Chart 104 

Change the Chart Type 1 06 

Adjust the Chart Location 106 

Display a Chart Title 107 

Customize the Chart Legend 108 

-■►Add a Data Table 108 

-■►Show Data Labels 109 

-■►Select a Chart Color Style 109 

Change Axis Options 110 

"-► Enhance a 3-D Chart Ill 

"-► Place a Picture in a Data Series 1 1 2 

-■►Adjust Chart Data 112 



Chapter 1 1: Creating Charts 




SIC 




Chart 




e a 

,0,0* it% ^sequential or nonsequential) you want 

to plot in the chart. See Figure 11-1 for an example of 
sequential data selected for a chart. 

2. Press the Fll key. Excel immediately adds a new sheet 
called Chart 1 to your workbook with the data plotted 
into a column chart. Each subsequent chart page is 
numbered sequentially such as Chart2, Chart3, and so 
forth. Figure 11-2 shows you the various elements that 
can make up a chart. 



Some newer keyboards use a different function for the Fl 1 key. 
If your Fl 1 key does not produce a chart, use the Insert tab as 
explained in the next section. 

Throughout this chapter you learn how to edit the look and style of 
a chart. 



• Title: A descriptive name for the overall chart. By 
default, titles are not added in a basic chart, but you 
can add them later manually or by using the Chart 
Wizard. 

• X or Category axis: Column or row headings from 
your selected data, which Excel uses for Category axis 
names. In a column chart, the categories display 
along the bottom. In other charts (such as a bar 
chart), the category axis displays along the left side. 

• X Axis Title: A descriptive name for the Category axis. 
By default, a category label is not added in a basic 
chart, but you can add one later manually or with the 
Chart Wizard. 
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Figure 11-1: Select data for a chart. 
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Figure 1 1 -2: Viewing chart basics. 



Create a Basic Chart 




Y or Value axis: A scale representing the zero or the 

t numbers in the plotted data. The 
ly located on the left side on a col- 
umn cnart br^orTthe bottom on a bar chart. 

Y Axis Title: A descriptive name for the values. By 
default, a value label is not added in a basic chart, 
but you can add one later manually or by using the 
Chart Wizard. 

Legend: The box, usually located on the right, identi- 
fies the patterns or colors that are assigned to the 
chart data series. Notice in Figure 11-3 how the leg- 
end explains that one shade of color represents 
January, another shade is for February, and the third 
color shade is for March. 

Tick marks: The small extensions of lines that appear 
outside of the gray area and represent divisions of the 
value or category axis. 

Gridlines: These lines extend from the tick marks 
across the chart area to allow you to easily view and 
evaluate data. 

Series: Excel uses the worksheet cell values to gener- 
ate the series. Each element, called a data marker, 
represents a single worksheet cell value. Related data 
markers make up a data series and have the same 
pattern or color. In Figure 11-4, you can see the com- 
parison of the data values to the y-axis and the series 
values. 

Plot area: The background that represents the entire 
plotted chart area. 
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Figure 1 1 -3: A chart legend. 




Figure 1 1 -4: Data displayed in a data series 
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To delete this chart, right-click the Chart tab and select Delete. When 
Excel asks for a confirmation, click Delete again. 
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Chapter 1 1: Creating Charts 





want to plot in the chart. 



Typically, if you are selecting values such as monthly figures, you 
don't want to include totals in your chart. 



Choose InsertOCharts, and then select the arrow 
beneath the chart style you want: Excel can create many 
different chart types; each compares data in a different 
manner. (See Figure 11-5.) Some of the most commonly 
used chart types include the following: 

• Column: Column charts compare values to cate- 
gories using a series of vertical columns to illustrate 
the series. 

• Bar: Bar charts, like column charts, compare values to 
categories, but use a series of horizontal bars to illus- 
trate the series. 



Line: Line charts are similar to bar charts but use dots 
to represent the data points and lines to connect the 
data points. 

Pie: This chart compares parts to a whole. Usually a 
pie chart only has one data series. Figure 11-6 illus- 
trates data appropriate for a pie chart. 

Area: Area charts display the trend of each value, usu- 
ally over a specified period of time. 

X-Y Scatter: These charts include two value axes, one 
showing a set of numerical data along the x-axis and 
the other showing data along the y-axis. 
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Figure 1 1 -5: Select the chart type appropriate for your data. 
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Figure 1 1 -6: Create a pie chart from this data. 



Click a chart type to see a sample and an explanation of the chart. 
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• Surface: Shows trends in values in a continuous 



DropB&Qka 



ys data similarly to a pie chart; it 
compares parts to a whole, but contains multiple 
series. 

• Stock: Stock charts are usually (but not exclusively) 
used to illustrate the fluctuation of stock prices. In a 
stock chart, the data order is very important and usu- 
ally the row headings are High, Low, and Close; or 
Open, High, Low, and Close. See Figure 11-7 for an 
example of a stock chart. 

• Radar: Displays changes in values relative to a center 
point by comparing the cumulative values of multi- 
ple data series. 

• Bubble: These charts are similar to scatter charts, but 
compare three sets of values by displaying a series of 
circles. 

• Cylinder, Cone, and Pyramid: Excel uses these three 
chart types to create a column or bar chart using 
three-dimensional cylindrical, conical, or pyramid 
shapes. 

3- Choose a chart subtype. Depending on the chart type, 
some chart subtypes show the data series next to each 
other; others show the data elements stacked on top of 
each other. Some charts are two-dimensional, and oth- 
ers are three-dimensional. As you see in Figure 11-8, 
Excel creates the chart on the worksheet where your data 
resides. 

You'll soon discover how you can change the chart location to its 
own sheet. But just in case you don't like your changes, make sure 
to save your worksheet, which also saves your chart, before modi- 
fying chart attributes. 




Insert a Chart 
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Figure 1 1 -7: A stock chart and its data. 
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The chart is a graphic object. See Chapter 7 to revisit how to resize or 
delete it. 
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Figure 1 1 -8: Creating an Excel chart. 
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Chapter 1 1: Creating Charts 




qe the Chart Type 



select it, whether it appears on its own 
sheet or on a data worksheet. A Chart Tools tab with 
three subtabs appears. 

2. Choose Chart Tools DesignOTypeO Change Chart Type. 
The Change Chart type dialog box appears. 

3. Select the different chart type and subtype you want. 
(See Figure 11-9.) 

4. Click OK. Excel modifies the existing chart. 
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Figure 1 1 -9: Select a different chart type or subtype. 



Adjust the Chart Location 



h Click anywhere on the chart that you want to move. 

2. On the Design tab, choose LocationOMove Chart. The 
Move Chart dialog box appears. (See Figure 11-10.) 

3. Select a location: 

• New sheet: Creates a new worksheet and places the 
chart on the sheet. 

• Object in: Moves the chart to an existing sheet in the 
workbook. Click the drop-down arrow to select the 
worksheet to which you want to move the chart. 

4. Click OK. Your chart is moved to the location you've 
specified. 
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Figure 11-10: Switch a chart from one location to the other. 



To move the chart to a different location on the current worksheet, posi- 
tion the mouse over the edge of the chart and drag it to a new location. 
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Display a Chart Title 



r~ bisphtu a Chart Tit(e 

DropEoaka 



e chart you want to modify. 

2. Click Chart Tools LayoutOLabelsOChart Title. A list of 
options appears: 

• None: The default choice; it means you don't want to 
display a title. Also use this option to remove a chart 
title you don't want. 

• Centered Overlay Title: Centers the title over the 
chart but retains the existing size of the chart. 

• Above Chart: Centers the title over the chart but adds 
room at the top so the title doesn't interfere with the 
chart itself. 

3- Make a selection. A box with the words Chart Title (as 
you see in Figure 11-11) appears on the chart. 

4. Double-click the Chart Title and drag across the words 
Chart Title. The words become highlighted. 

5. Type the desired title. The text you type replaces the 
words Chart Title. 

6. Click anywhere outside of the chart title to deselect it. 

7- Optionally choose Chart Tools LayoutOLabelsOChart 
Title, More Title Options. The Format Chart Title dialog 
box in Figure 11-12 appears. 

& Select Fill and then choose any desired background 

options for the chart title. Excels Live Preview feature lets 
you view various options without first selecting them. 

9. Select Line, Line Style, and other title options, including 
color, shadows, 3-D formatting, and much more. 

10. Click OK. 
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Figure 1 1 -1 1 : Add a title to your chart. 
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Figure 11-12: Select additional options for the chart title. 



You can't apply 3-D formatting or select a shadow if your title doesn't 
have a border line around it. 
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p. Customize .the Chart Legend 

* ^^iciran^lieVe^i the chart you want to modify. 

2. Click Chart Tools LayoutOLabelsOLegend. 

3. Select a placement for the legend or click None to turn 
off the chart legend. (See Figure 11-13.) 

4. Click Chart Tools LayoutOLabelsOLegendOMore 
Legend Options. 

5- The More Legend Options box offers the same type of 
formatting options as the Chart Title. Choose any 
desired options. Click OK. 
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Figure 11-13: Placing the chart legend. 



Data Table 

h Click anywhere on the chart you want to modify. 



3. 
5. 




Data tables can be added to charts on a regular worksheet, but it 
isn't a common practice because the worksheet itself already dis- 
plays the data. 



Click Chart Tools LayoutOLabelsOData Table. Options 
include a choice not to show a data table, show a data 
table but not show a chart legend, or to show a data 
table and include the chart legend. 

Make a Data Table selection. 

Select the Show Data Table option. 

Click OK. A data table, as seen in Figure 11-14, displays 
at the bottom of the chart showing the actual values. 




Data tables display the chart values in a grid beneath the chart. They 
are very helpful if a reader needs to see exact values along with a 
graphical display, such as when using a 3-D chart. 
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Figure 11-14: Display the data table. 



Select a Chart Color Style 



Drop 



ShovdJbata Labels 

chart that you want to modify. 



2. Choose Chart Tools LayoutOData Labels. A menu of 
data label placement options appears. 

3. Select a placement option. Figure 11-15 shows the data 
labels with a placement of Outside End. 

4. Choose Chart Tools LayoutOData LabelsOMore Data 
Label Options. The Format Data Labels dialog box 
appears. 

5. If you don't want the data label to be the series value, 
choose a different option from the Label Options area 
(such as the series or category names). 

6. In the Number option, select a number style for the 
data labels. 

7. Select any additional options and then click OK. 



Select a Chart Color Style 



2. 



Click anywhere on the chart you want to modify. 

Choose Chart Tools DesignOChart Styles and click the 
More button, which displays the Chart Styles gallery 
seen in Figure 11-16. 



3. 



Select a chart theme. Scroll down 
bottom. 
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Figure 11-15: Data Labels. 
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Figure 11-16: Select a chart color theme. 



Chapter 1 1: Creating Charts 




ge Aws Options 

iwran^lieYe^i the chart that you want to modify. 

2. Choose Chart Tools LayoutOLabelsOAxis Titles. 

3- Select Primary Horizontal Axis Title or Primary Vertical 
Axis Title. 

4. Choose an Axis title location. For the Horizontal axis, 
your choice is only Below the Axis (or None). For the 
Vertical axis, you have the option to rotate the title, run 
it vertically along the axis, or run it horizontally. I don't 
recommend the horizontal option because it takes up a 
great amount of chart space. In Figure 11-17, you see 
both a Vertical and a Horizontal Axis title. 

5- Highlight the axis text and replace it with your desired 
text. 

6. Choose Chart Tools LayoutOAxes. Two options are 
available: 

• Axes: Choose this option to change the way Excel dis- 
plays either the horizontal or vertical axis. You can 
choose not to display an axis or you can change the 
value representation along the vertical axis. Click the 
More option to change choices such as axis-number 
formatting. (See Figure 11-18.) 

• Gridlines: Choose this option to change the way the 
gridlines display along the chart background. You can 
add, change, or remove horizontal or vertical grid- 
lines. You can also select More Options to modify the 
gridline color. 
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Figure 1 1 -1 7: For further information on your data, add an axis title. 
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Figure 11-18: Changing axis options. 




i e a 3*0 Chart 

3-D chart you want to modify. 

2. Choose Chart Tools LayoutOBackground03-D View. The 
Format Chart Area dialog box, shown in Figure 11-19, 
appears. The options you see depend on the chart type. 

3- From the 3-D Rotation option: 

• Click the x-axis left or right rotation arrows or enter 
the degree of left/right rotation (between 0 and 360) 
you want for the chart in the Rotation box. This 
rotates the pie slices left or right. 



Click the y-axis up or down rotation arrows or enter 
the degree of up/down rotation. 

• Click the Perspective up or down arrows to change 
the "camera" view or the view from the top. You can 
optionally type the elevation angle (between 10 and 
80) in the Elevation text box. 

4. From the 3-D Format option: 

• Choose a Rotation Preset option to select a bevel 
style for the top or bottom of the chart border. 

• Change the thickness of the bars or height of pie 
slices by entering a value (between 5 and 500) in the 
Height box. 

• Change the Depth option to deepen series bars and 
the chart floor. This option does not apply to pie 
charts. Values range from 0 - 2000. 

5- Click Close. The chart appears on-screen, rotated to the 
angles you selected. Figure 11-20 shows a 3-D pie chart 
before and after changing the elevation and rotation. 



Enhance a 3-0 Chart 
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Figure 11-19: Rotate a three-dimensional chart. 
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Figure 1 1 -20: Enhance a pie chart. 
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Chapter 1 1: Creating Charts 



Place a Picture in a Data Series 



nace a nctur 

DropKaoks 

A 



ies or data point you want to modify. 
A shortcut menu appears. 

2. Choose Format Data Series. The Format Data Series dia- 
log box appears. 

3- Click the Fill option. Fill options appear on the right 
side. Select Picture or Texture Fill. 

4. Click File. The Insert Picture dialog box appears. 

5. Locate and select the picture you want to use. Click 
Insert. The Format Data Series dialog box reappears. 

6. Click OK. Figure 11-21 illustrates a pie chart where two 
series were replaced with graphic images. Data labels 
were also added for clarity 



Adjust Chart Data 



i 

2. 



3. 



4. 



5. 



Click anywhere on the chart that you want to modify. 

Choose Chart Tools DesignODataOEdit Data Source. 
The Edit Source Data dialog box opens with the current 
chart data selected in the worksheet (see Figure 11-22). 

Click and drag in the worksheet to select the new data 
range. The Edit Data Source dialog box collapses so you 
can easily see your data. 

Release the mouse button. The Edit Data Source box 
reappears. 

Click OK. The Edit Data Source dialog box closes. 
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Figure 11-21: Liven up charts with graphic images. 



To quickly add or delete a series to a chart located on the same work- 
sheet as the data, click anywhere on the chart that you want to edit. 
Notice that Excel surrounds the chart with selection handles and marks 
the source data in the worksheet with a colored border. Click and drag 
the corner handle of the worksheet source range to add or subtract cells. 
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Figure 1 1 -22: Change the chart data selection. 



($©!fa*R# Workbooks 



m M/hen you finish compiling your worksheet, you'll probably want to 
Ww print a hard copy or e-mail a copy to someone else. This chapter 
shows you a number of Excel tools you can use to improve your document 
layout, including headers, footers, page orientation, and margins. 

Also, before you print or give your Excel file to someone else, you should 
check it for spelling errors. You want to eliminate typos that scream to the 
world, "I can't spell." Excel includes a built-in dictionary you can use to 
check your workbooks for misspellings; however, it can't read your mind. 
If you type too instead of two, Excel probably won't indicate an error. But, 
combine the spell check with careful proofreading, and it becomes a very 
helpful tool. 

When you are printing, Excel assumes you want to print the entire work- 
sheet area unless you specify otherwise. You discover in this chapter how to 
tell Excel exactly what you want to print. This chapter also includes these 
topics: 

Working with page breaks 
Adjusting the paper size 

Making a worksheet fit when you must get a few last rows or columns 
on a single page 

Printing gridlines or row and column headings on the page, as well as 
other options for printing your worksheet or chart 
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-■►Spell Check 114 

Preview Before Printing 1 1 5 
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Set a Specific Area to Print 116 

Adjust the Paper Orientation 

and Size 116 

"^Make Worksheets Fit Better on a Page ....117 

Specify Repeating Rows and Columns 118 

Print Gridlines and Row and Column 
Headings 118 

Add a Standard Header or Footer 119 

Create a Custom Header or Footer 120 

Print Worksheets and Charts 1 21 

E-Mail a Workbook 121 



Chapter 12: Printing Workbooks 



Sp$H Check 

IjieVw 



Dro$EQ 




roofingOSpelling. The Spelling dialog 
box opens, and Excel highlights the cell where it finds 
the first potential misspelling and also suggests possible 
changes (as shown in Figure 12-1). 



Spell Check reviews all cell values, comments, embedded charts, 
text boxes, buttons, and headers and footers, but it does not check 
protected worksheets, formulas, or text that results from a formula. 



2. Select one of the following options: 

• Change or Change All: Choose one of the sugges- 
tions; then click Change to change just this spelling 
mistake or select Change All if you think you made 
the mistake more than once. 

• AutoCorrect: Have Excel, in future workbooks, auto- 
matically correct the mistake with the selected 
replacement. 

• Ignore Once: Click this button if you don't want to 
change the spelling of the highlighted instance. 

• Ignore All: Click this button if you don't want to 
change the spelling of any identical instances. 

• Add to Dictionary: Add a word, such as a proper 
name or medical or legal term, to Excel's built-in dic- 
tionary so that Excel won't flag it as a potential error 
in the future. 

3. After you select an option, Excel proceeds to the next 
error; when all potential mistakes are identified, Excel 
asks you to click OK (as shown in Figure 12-2). 
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Figure 12-1: Use the spell check to correct errors. 




Figure 1 2-2: The completed spell check message box. 
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Add a Manual Paqe Break 



Pretfieu} Before Printing 



2. Click the arrow next to Print and select Print Preview. 

3- From the Print Preview screen (shown in Figure 12-3), 
select from the following options: 

• If you have multiple pages, click the Next Page or 
Previous Page buttons to view additional pages. 

• Click the Zoom button to enlarge the view. Click a 
second time to reduce the view. 

• Click the Print button to display the Print dialog box. 

• Click the Page Setup button to display the Page Setup 
dialog box. 

• Click the Show Margins button to display the page 
margins; then drag any margin line to manually set 
margin sizes. Click the Margins button again to turn 
off the margin lines. 

4. Click the Close Print Preview button to return to 
Normal view. 



Add a Manual Page Break 



h Click a cell in the row where you want the new page to 
begin. 

2. Choose Page LayoutOPage SetupOBreaksOInsert Page 
Break. Dotted page break lines, similar to the ones 
shown in Figure 12-4, appear. 
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Figure 1 2-3: Print Preview options. 
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Figure 1 2-4: Insert a manual page break. 
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Chapter 12: Printing Workbooks 



SetM Specific Area to Print 



DropKgSI 



you want to print. See Figure 12-5. 



2. Choose Page LayoutOPage SetupOPrint AreaOSet Print 
Area. Dotted lines appear around the print area. When 
you print the worksheet, only the area contained within 
the dotted lines prints. See "Print Worksheets or 
Charts, " later in this chapter. 



Adjust the Paper Orientation 
and Size 

h Choose Page LayoutOPage SetupOOrientation. 

2. Select whether you want a Portrait or Landscape 
orientation. 



3. 



4. 



Choose Page LayoutOPage SetupOSize. A drop-down 
list of paper sizes appears. 

Select a paper size. The paper size choices you see 
depend on the printer you use. The two most common 
US choices are Letter, which is 8.5 inches by 11 inches, 
and Legal, which is 8.5 inches by 14 inches. (See Fig- 
ure 12-6.) 
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Figure 1 2-5: Specify a specific print area. 
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Figure 1 2-6: Select a paper size. 



Set Page Margins 



MakfM/orksheets Fit 



7. Choose Page LayoutOScale to Fit. 

2. Click the Scale to Fit dialog box launcher. The Page 
Setup dialog box opens. 

3. From the Scaling area, make a selection from the 
options seen in Figure 12-7: 

• Adjust To: Enlarge or shrink the printed font size by 
setting a percentage option between 10 and 400. 

• Fit To: Force Excel to a specified number of pages 
wide and high. 



Don't try to shrink the document too much. Because Excel shrinks 
the font, trying to fit too much on a page can make the document 
typeface too small to read. 




4. Click OK. 



Set Paqe Margins 



h Choose Page LayoutOPage SetupOMargins. Figure 12-8 
shows a list of margin options. 

2. Select from the margins options shown or choose 

Custom Margins to open the Page Setup dialog box that 
enables you to set your own margin options. Click OK. 



From the Page Setup dialog box, click the option Horizontally and/ 
or the option Vertically in the Center on Page section to center the 
worksheet on the page, regardless of the margins. 
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Figure 1 2-7: Squeeze your worksheet onto a specified number of pages. 
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Figure 1 2-8: Set worksheet page margins. 



The default worksheet margins are the Normal settings, which are .75 
inch on both the top and bottom and .70 inch on the left and right sides. 
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Sperifu Repeating RoWs 



DropBoofe 



1 



/. Choose Page LayoutOPage SetupOPrint Titles. The Page 
Setup dialog box opens. 

2. On the Sheet tab, type a dollar sign ($) followed by the 
row numbers or column letters you want to print as 
titles in the Print Titles section. Entering $1:$1, as you 
see in Figure 12-9, repeats row 1 at the beginning of 
each page. Click OK. 



Click the worksheet icon on the right to collapse the Page Setup dia- 
log box so you can select the rows or columns you want to include. 
Click the button again to return to the Page Setup dialog box. 




Print Gridtines and Row! 
and Column Headings 



2. 



Choose Page LayoutOSheet Options. 
Choose from the following options: 

• GridlinesO Print: Check this option to print the grid- 
lines surrounding each cell in the worksheet. 

• HeadingsOPrint: Check this option to print the row 
numbers or column letters around the worksheet. 
Figure 12-10 illustrates a worksheet printed with grid- 
lines and row and column headings. 
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Figure 1 2-9: Select rows or columns to repeat at the top of each page. 



Sells Shrtltaym p ,, ,, , | 



■ 

TT EC 



■ ID 



7 



! ' 



UAUE 



CITY 



FCHQI 
EtufT 

At i£ 

LtllV.l 
1 



iFR£Jinr SYSTEMS M i: 



\At. E STORES- 
VllfV/lttf INC 

J&i AIR CC 

UfcwSflfflE - 



|PE/IFUAHP 
fr .-; ?. n M - 

pittsburg 
'red oak 

ipciww#ous 



ID ABCL 



LCJLii 
ECCCO 
EFC 
ECRS 

ETlHI 



ftBC LOCK WP KEY 



~L,L'J, 



iT AfiEHW 



ACCURATE PCI,! t CASKET r.!Fr. £d !.C 
'ACCURATE RETAIL SYSTSJtS. ilC 
AC-CU-SCAfl Ifk 

:ACC uTEk i VACil ft HS SOURCE use 



RUBSIAVUE 



CMItAdO 



tf*RE 

L WIMHM FAgWQMi 



irKHAIJAFOUS 

inowj*wu& 

MQEttSSMLLEJ 

tevwori^ 



■ ■ L _ 1-L "i L 



MHAKlAFdy« 



iHflwkWufe 



JEDCPT 
LL-- Lf.l 

Ff". 1 i; 

ECJvric 



AOAPTASLg CQM ^flaHC 
ADECCO EWPiO^UT SERWCES 
A DW^OriO GL.A5S CO 
|ACMHXt3CiUB. 
*DVAIJC* COM t ECHIWLOGIL i 'i 



iriDLAIIAPOLIE- 

' NQFtTrfiSLD" 

[FILES 

!lPK)lAtjtfOLJ5i 
'LVOfls 

JChlCACJO 

Chicago 



JS EDVFJP ALTVAlJC^D AUTOPAHTS 



EDVCO 
EDV.VO 



ADVAJJC? D COtPOTEH SERVICED 
AOVAI JCEP V.1REIES50 AT A ' 



l-.-VL. 



IHOWNAWUS 



CHICAGO 



CHICAGO 
IHDIAIIAPQLI5 




Figure 1 2-1 0: A printed worksheet with column and row headings and gridlines. 



View) Other Header and Footer Options 



Add ul Standard Header or Footer 

^sheet ViewsOPage Layout View. 
You see the header area of your worksheet. 

2. Choose Header & Footer Tools Design OAuto Header or 
Auto Footer. A list of predefined headers or footers 
appears as you see in Figure 12-11. 

3- Select the header or footer you want to use. 

View) Other Header and 
footer Options 

h Choose ViewO Worksheet ViewsOPage Layout View. 

2. Choose Header & Footer Tools Design. 

3. From the Options group, select any of the options 
shown in Figure 12-12: 

• Different first page: If you choose this option, Excel 
won't print the header or footer on the first page. 

• Different odd and even pages: Choose this option if 
you want a different header or footer for the odd- 
numbered pages of the document. 

• Scale with document: This option is selected by 
default and tells Excel to use the same font size and 
scaling as the worksheet. If you want the header and 
footer font size and scaling independent of the work- 
sheet scaling, clear this check box. 

• Align with page margins: Choose this option to 
align the header and footer with the left and right 
margins of the worksheet. 
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Figure 12-11: Insert the worksheet name in the header or footer. 
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Figure 12-12: Additional Header and Footer options. 
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Create a Custom Header or Footer 



Create a Cms to 

DropHQQls 
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rksheet ViewsOPage Layout View. 
Click Go To Footer to jump to the footer area. 



2. In any desired header or footer section, type the text 
you want for the header (or footer). As you see in Fig- 
ure 12-13, you can format the header and footer text 
just as you would any cell data. 

3- Click any options from the Header and Footer Elements 
group: 

• Page Number: Insert a code that indicates the page 
number. 

• Number of Pages: Insert a code that indicates the 
total number of pages. 

• Current Date or Current Time: Insert the print date 
or time of day. See Figure 12-14. 

• File Path, File Name, or Sheet Tab Name: Include 
file information. 

• Picture: Insert a graphic image such as a company 
logo. 

• Format Picture: Resize, rotate, or crop a header or 
footer graphic image. 

6. Click OK. 
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Figure 12-13: Format header or footer text. 
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Figure 12-14: Create a customized header or footer. 



DropBc 



, 'orksheets and Charts 

. The Print dialog box, shown in 



Figure 12-15 appears. 




Optionally, print the worksheet immediately by clicking the Print 
button on the Quick Access toolbar. 



2. Choose from the following options: 

• Name: Select a printer different than the default 
printer. 

• Print Range: Specify whether to print the entire 
worksheet as determined by the print area or whether 
to print only specific pages. 

Copies: Select the number of copies you want to print. 



• Print What: Choose whether to print the current 
worksheet, a preselected area, or the entire workbook. 

3. Click OK. 



E-Mail a Workbook 



h Choose OfficeOSendOE-Mail. As you see in Figure 12-16, 
your e-mail program launches with the worksheet as an 
attachment. 

Recipients must have Excel installed on their systems to open the 
workbook file. 




2. Enter the recipient e-mail information and any addi- 
tional text in the body of the message. 

3. Click Send. 
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Figure 12-15: Select from a plethora of print options. 
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Figure 12-16: E-mail Excel information to others. 
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Analyzing Data 
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The 5 th Wave By Rich Tennant 




u Our customer survetj indicates 3o<& o£ our 
customers think our service is inconsistent, 
4o<& -vtf ould like a change in procedures, and 
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>tfore matching colored vests.'* 
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Outlines 



m M/hen you are working with a large worksheet, it is sometimes difficult 
Ww to look at the big picture your data presents to you. You can use Excel 
to automatically calculate subtotal and grand total values from rows con- 
taining related data (sometimes called a database). When you create subto- 
tals, Excel outlines the list so that you can display or hide the detail rows for 
each subtotal. 

A couple of other database terms you should become familiar with are fields 
and records. Fields break down your database list into manageable pieces by 
using Excel columns. For example, an address database might include fields 
such as name, address, and phone number. Records are the rows containing 
the individual pieces of information you enter. In an address database, for 
example, a single row contains all the information about a specific person. 

Before you use the subtotal function, you must first sort your list so that 
the rows you want to subtotal are grouped together. You can then calculate 
subtotals and perform other mathematical calculations for any columns that 
contain numbers. You can also count the number of items in a selected 
field. 

If your data is not in a database format, you can still group sections to create 
a quick way to display or hide them as necessary. Similarly to the way it does 
subtotals, Excel displays groups in an outline format. In this chapter, I take a 
look at the extensive subtotaling, grouping, and outlining features contained 
in Excel. I also show you how to create a data entry form screen for faster 
data entry. By default, Excel 2007 doesn't include the Form command you 
need for this, but I'll show you how to add it to your Quick Access toolbar. 
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Addjthe Farm Button 

DropEaoEs 



ttonOExcel Options. 

2. Click Customization. 

3. From the Choose Commands From drop-down list, 
select Commands not in the Ribbon. 

4. Click Form. 

5- Click Add. Excel places the Form command in the right- 
hand column. (See Figure 13-1.) 

6. Click OK. Excel places the Form command in the Quick 
Access toolbar. 
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Figure 13-1: Making the Form command accessible. 
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Create a Data Entry Screen 



h Enter the column headings for your database. When you 
create the data entry screen, the column headings 
appear as field names. 

2. Click in any table heading cell and then choose Form 
from the Quick Access toolbar. 

3. Click OK if a message box appears. If you already 
have records entered into the database, Excel does not 
display the message box. Instead, Excel displays a data 
form with the headings shown as field names. See 
Figure 13-2. 
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Figure 13-2: Create a data form. 
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Manage Records through the Form Screen 



4. Enter the information for the first record and press the 
io^cfre^fmm field to field (see Figure 13-3). 



DropBp 




ey to move back to the previous field. 



5. 



6. 



Click New. Excel adds the record to the database and 
displays another blank screen ready for the next record. 

Click Close when you finish entering data. 



You can reopen the database form at any time by clicking the Form 
button on the Quick Access toolbar. 




Manage Records through 
the Form Screen 




h Choose Form from the Quick Access toolbar. The Form 
window opens. 



The active cell must be somewhere within the database headings or 
data. 



2. Click Find Next. The form displays the next record in 
your database. 

3. Click Find Prev. The previous record in your database 
appears. 

4. If you want to delete the current displayed record, click 
the Delete button. The warning message you see in 
Figure 13-4 appears. 

5- Click OK if you want to delete the record. Use caution. 
This action cannot be undone! 




Click the New button to display a blank form where you can enter a new 
record. 



To quickly look for specific records, click Criteria and then enter data you 
want to locate in the applicable field. Click Find Prev or Find Next to nav- 
igate through the matches. Click the Criteria button again to change the 
search criteria. 
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Figure 1 3-3: Enter database records with a form. 
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Figure 13-4: Deleting unwanted records. 
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rate a Subtotal 



se for generating subtotals. For exam- 
ple, if you want to know the total sales by salesperson, 
you sort by the salesperson field. See Chapter 10 for 
sorting instructions. 

2. Choose DataOOutlineOSubtotals. The Subtotal dialog 
box appears. 

3. Select the field you want to subtotal from the At Each 
Change In drop-down list. 

4. Select a function from the Use Function drop-down list. 

5. Select the fields you want to subtotal from the Add 
Subtotal To drop-down list. (See Figure 13-5). You can 
select more than one field to subtotal. 

6. Check the Replace Current Subtotals box if you already 
have previous subtotal calculations. Excel replaces the 
previous subtotals with the new ones. 

7. Check the Page Break between Groups box if you want 
Excel to begin each subtotaled group on a new page. 

& Remove the check from the Summary below Data box if 
you want Excel to place the subtotals at the top of each 
group instead of under each group. 

9. Click OK. Excel performs the subtotal. Figure 13-6 
shows sales subtotaled by Name. 
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Figure 1 3-5: Select fields to calculate. 
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Figure 1 3-6: A subtotaled worksheet. 
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Control Individual Subtotals 



Drop 




Co (louse Subtotal Headings 

lls\J&your data (see the " Generate a 
Subtotal" section, earlier in this chapter). 

2. Hide and show data using the following methods: 

• See only the grand total: Click the 1 on the subtotal 
headings. 

• See the subtotal categories and amounts (the detail 
is hidden): Click the 2 on the subtotal headings 
(the column on the left side of the worksheet) . 
(See Figure 13-7.) 

• Show all the detail and subtotals: Click the 3 on the 
subtotal headings. Excel displays the individual work- 
sheet rows. 



Control Individual Subtotals 

h Create subtotals for your data (see the "Generate a 
Subtotal" section, earlier in this chapter). 

2. Click the Hide Detail button (minus sign) next to any 
subtotal row. As shown in Figure 13-8, the selected 
subtotal detail collapses. The detail data for Bear 
Services is not lost, only hidden. 

3- Click the Show Detail button (plus sign) next to any 
subtotal row. The detail data for the selected row 
appears. 
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Figure 13-7: Collapse and expand entire subtotal sections. 
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Figure 13-8: Collapse and expand individual sections. 
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Chapter 13: Working u/itfi Outlines 




e Multiple Subtotals 

00[ 



owrtrfe^orpdwnog box, first select the column to use 
for generating primary subtotals and then the column for 
generating secondary subtotals. For example, if you want 
to subtotal sales by state and then by city, you first sort by 
state and then by city. See the example in Figure 3-9. 

2. Choose DataOOutlineOSubtotal to display the 
Subtotals dialog box. 

3. Select the primary field you want to subtotal from the 
At Each Change drop-down list. 

4. Select a function from the Use function drop-down list. 
Use Count for this example. 

5- Select the fields you want to subtotal from the Add 
Subtotal To drop-down list. 



You can select multiple fields to subtotal. For example, in a sales 
tracking worksheet you might want to total the sale, the sales tax, 
and the shipping amount. 




6. Click OK. Excel summarizes the data by the first selected 
field. 

7. Choose DataOOutlineOSubtotal. Excel again displays 
the Subtotal dialog box. 

8. Select the secondary field you want to subtotal, the type 
of function, and the fields you want to subtotal. In this 
example, I want a count of the City field. 

9. Remove the check mark from the Replace Current 
Subtotals box. 

10. Click OK. Figure 13-10 illustrates the vendor list sub to- 
taled first by State and then by City. 




As you perform additional subtotaling, Excel adds additional levels. In 
Figure 13-10, four heading levels are displayed. Level 1 displays only 
the grand totals, level 2 displays the count by State, level 3 shows the 
count by City, and level 4 displays the detail. 
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Figure 1 3-9: Select the fields you want to sort and then subtotal. 
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Figure 13-10: Click the heading levels to expand or collapse the subtotals. 



Illl no 



Remote Subtotals 




ubtotals 

C^JuSt^^Detail buttons by clicking the 
Expand or Collapse buttons. 

2. Select the data you want to copy 

3. Choose HomeOFind & SelectO Go To Special. The Go 
To Special dialog box opens (see Figure 13-11). 

4. Select the Visible Cells Only options. White lines appear 
around the selected cells. 

5. Click OK. 

6. Choose HomeO Clipboards Copy. A marquee appears 
around the selected cells. 

7- Select the first cell of the group in which you want to 
place the copied data. 

& Choose HomeOClipboardOPaste. Excel duplicates only 
the subtotaled values, not the formulas or hidden cells. 



Remove Subtotals 



h Choose DataOOutlineOSubtotals. The Subtotal dialog 
box appears. (See Figure 13-12.) 

2. Click Remove All. Excel removes all subtotal informa- 
tion from the database, including the Expand and 
Collapse icons from the left side of the worksheet. Your 
data remains in the order you last sorted it. 
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Figure 1 3-1 1 : The Go To Special dialog box. 



You can also use for the Go To Special box if you want to select only cells 
with constant values or only those containing formulas. 
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Figure 13-12: Remove subtotals from the database. 



The copy subtotal process also works if you have your data in outline 
format. See more about outlining later in this chapter. 
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Chapter 13: Working u/itfi Outlines 



DropGl 



uto Outline 

C^^wal^^tlineOGroupOAutoOutline. Fig- 



132 




ure 13-13 illustrates a worksheet with outline headings 
for both rows and columns. Row outline symbols are on 
the left, and column outline symbols are at the top of 
the worksheet 



AutoOutline works by evaluating summary formulas that reference 
cells in the detail cells. The summary formulas must be adjacent to 
the detail. Based on the information in the summary functions, it cre- 
ates all the possible outlines pertaining to the layout of your data. 

You can create and apply formatting to an outline before or after 
you create the outline. See Chapter 5. 



To expand the outline, click the Show Detail buttons to 
the left of the rows or above the column headings. (See 
Figure 13-14.) 





To collapse the outline, click the Hide buttons to the left 
of the rows or above the column headings. 



When you print an outlined worksheet, Excel prints the worksheet 
as it is shown on the screen. Hidden detail does not print. 



4. To remove the AutoOutline, choose DataOOutlineO 
UngroupOClear Outline. 



To hide an outline without removing it, display all the data by click- 
ing the highest number in the outline symbols and then choose 
OfficeOExcel Options. From the Advanced tab, remove the check 
from Show Outline Symbols if an outline is applied. 
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Figure 1 3-1 3: A worksheet with outline headings. 
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Figure 13-14: Click the plus or minus buttons to hide or display parts of the 
workbook. 



Remotfe Items from a Group 



Drop 



ForttLMn Outline Group 



at you want to group. 



2. Choose DataOOutlineOGroup. In Figure 13-15, you see 
all the file cabinets in the asset list grouped together. 



Optionally, to create a group, select the rows or columns then press 
Alt+Shift+right arrow. 





Use the Hide or Show Detail buttons to hide or display the group 
detail. 



3. Repeat Steps 1 and 2 until you have created all the levels 
you want in the outline. A worksheet can have up to 
eight outline levels. 



Grouped areas cannot be immediately adjacent to other grouped 
areas. If you create a group then create another group directly next 
to it, Excel doesn't create two groups; it creates one larger group. 




Remote Items from a Group 



Select the rows or columns you want to remove from 
the group. If you want to remove an entire group, select 
all the rows or columns in the group. 

Choose DataOOutlineOUngroup. Excel removes the rows 
or columns from the group and if the rows or columns 
you delete are in the middle of a group, Excel breaks the 
group into two smaller groups. See Figure 13-16 where 
the file cabinets are broken from one group into two 
smaller groups. 
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Figure 13-15: Create a manual group. 
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Figure 13-16: Splitting up groups. 



Chapter 13: Working u/itfi Outlines 
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I\ fter you create an Excel database and assemble a large amount of data, 
¥ \ you probably want to analyze it. You may want to ask yourself ques- 
tions about your data. "Who are my best customers? " "Which inventory 
items are provided by a specific supplier and cost less than a certain 
amount?" "Which employees work the least amount of hours?" Excel 
includes several tools you can use to answer these questions and study your 
data so you can make better decisions. 

Filtering means that Excel can pull out specific records for review. This pro- 
vides you with an easy way to break down your data into smaller, more 
manageable chunks. Filtering does not rearrange your data; it simply tem- 
porarily hides records you don't want to review so you can clearly examine 
those you do. 

You can create your filtered database just by typing in the Excel screen. You 
can also use an Excel data entry screen, but it isn't required. 

This chapter is devoted to the different ways you can filter your data 
including 

Using AutoFilter, which allows you to select key pieces of data. 
Selecting records by using more than one condition. 
Displaying only the top x number of records. 

Using multiple filtering to locate records that either match all criteria 
or meet one or the other criteria. 

Performing advanced filtering to designate a specific area of your 
worksheet to manage your criteria selections. 




Get ready to . . . 

Create an AutoFilter 

Remove Filtering 

■■^ Search for Blank or Non-Blank Cells .. 

Perform a Secondary Filter Selection .. 

Use a Comparison Filter for Text 

,m + Choose Additional Comparison Criteria 
i -* Use a Comparison Filter for Numbers 

Filter for the Top or Bottom Numbers 

,m + Filter for the Above or Below 
Average Values 

Filter by Date or Time 

Filter by Color 

Use Advanced Filtering 



Chapter lb: Filtering Data 



Create an AutoFilter 



Create an Auto 

DropHQoEa 



here in your database, choose DataO 
Sort & FilterOFilter. Excel displays a filter arrow in each 
database column. 



Optionally, choose HomeOSort & FilterOFilter. 






In Chapter 4, you discovered you could choose HomeOStylesO 
Format as Table. After you selected a style, your table automatically 
appeared with filter arrows. 

The AutoFilter feature is unavailable for protected worksheets. 
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Figure 14-1: AutoFilter selections. 
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Click the arrow in the column heading from which you 
want to find a common value. Excel displays a drop- 
down list, which includes one of each unique entry (up 
to 10,000 entries) in the selected column (as you see in 
Figure 14-1). 

Remove the check mark from Select All. All items 
become unselected. 

Click the entry you want to filter and then click OK. 
Excel displays only the records that match your choice. 
In Figure 14-2, for example, you see only the vendors 
from Georgia. 



The filter arrows on filtered columns take on a different appearance 
to indicate that a filter is in use. 
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Figure 14-2: Filter by state. 



Search for Blank or Non-B(ank Celts 



_~ RemnjJe Filtering 

DropBaoRs 



Intaining filtering, click the filter 
arrow and choose Clear Filter from "field name" (see 
Figure 14-3). 



Optionally, click the Select All option. 




2. Click OK. The filtering is removed from the selected 
field. 

3- When you finish filtering your data, choose DataOSort 
& FilterO Filter to turn off the Auto Filter. 



Search for Blank or Non -Blank Cells 

h Make sure the AutoFilter option is on and your database 
columns contain filter arrows. 

2. Click the arrow in the column heading where you want 
to find a blank cell. 

3- Remove the check mark from Select All. All items 
become unselected. 

4. Scroll to the bottom of the list and check the (Blanks) 
entry. It should be the only one selected. 

5- Click OK. Excel displays only the records with blank 
cells in the column you selected (as you can see in 
Figure 14-4). 




To filter for nonblank values, make sure Select All is chosen in the 
AutoFilter menu at the top of the list of values. Then, at the bottom of 
the list, remove the check mark from (Blanks). 



41 ieflAtol 

r«S£,H.n 



: *l 

D U 

n ma 

|-MV 

n cm 

D l.fiWnt*| 



. jni *! 



Figure 14-3: Remove a filter. 
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Figure 14-4: Locate records with blank values. 



You can turn the AutoFilter on and off as often as you need to. 
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Dropfi 
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rm a Secondary Fitter Selection 

mesmi fhe»toFilter option is on and your database 
columns contain filter arrows. 

Click the column arrow by which you want to filter data 
first. 

Choose the data you want to filter. In Figure 14-5, you 
see only selections that display Atlanta in the City col- 
umn. Note, however, that there is an Atlanta in GA, IN, 
OH, and NY. 

To further isolate specific items, click the filter arrow at 
the top of another column. 

Select the field by which you want to perform the sec- 
ond filter. In Figure 14-6, the primary option was to fil- 
ter by the city of Atlanta. I now apply the state of GA as 
the secondary filter (because, in Step 3, four states had a 
city named Atlanta) . 

Repeat Steps 4 and 5 to further filter by as many fields 
as necessary. 

When you're finished working with your filtered data, 
choose one of these options: 

• Return to the first filter: Click the second filter col- 
umn arrow and choose a different second filter. 

• Return to the first filter only: Click the second filter 
column arrow and choose Clear Filter from "field 
name. " 

• Return to viewing all records: Choose DataOSort & 
FilterOClear. 
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Figure 14-5: Select the first filter. 
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Figure 14-6: Select the second sort filter. 



Use a Comparison Fitter for Text 



Use fJComjmrison Fitter for Text 



r~ use AJLompansi 

DropBoaEs 



for the text column by which you 



2. 



3. 



4. 



want to filter data. 



Click Text Filters. A submenu of comparison filters like 
the one in Figure 14-7 appears. 

• Equals or Does Not Equal: Equals locates all records 
in which the selected field cells exactly match or don't 
match the text you specify. For example, if you look 
for records matching "Boston" only the records with 
Boston appear. Records containing New Boston, 
Boston Hill, Indianapolis, Bostonia, Atlanta, or 
Chicago do not appear. If you chose Does Not Equal 
you might see New Boston, Boston Hill, Indianapolis, 
Bostonia, Atlanta, and Chicago, but not Boston. 

• Begins With or Ends With: Locates all records in 
which the selected field cells begin or end with the 
text you specify. If you chose Begins With, Boston 
Hill, Bostonia, and Boston display, but not New 
Boston, Indianapolis, Atlanta, or Chicago. If you 
chose Ends with, you would see the records for 
Boston and New Boston but not Boston Hill, 
Bostonia, Indianapolis, Atlanta, or Chicago. 

• Contains or Does Not Contain: Locates all records 
in which the selected field text contains or doesn't 
contain the text you specify. The text could be at the 
beginning, the middle, or the end of the field cell 
value. 

Make a selection. The Custom Auto Filter dialog box you 
see in Figure 14-8 appears. 

In the first list box on the right, type the data you want 
to filter. 
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Figure 14-7: Comparison filters. 
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The comparison filter you selected appears in the Line description box, 
but you can click the drop-down list and select a different comparison 
function. 
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Figure 14-8: The Custom AutoFilter dialog box. 



5- Click OK to display the filtered records. 
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$e Additional Comparison 

OKS 

/. Follow Steps 1 through 4 from the previous section, 
"Use a Comparison Filter for Text/' 

2. Select the And or the Or option. Choosing "And" means 
that both criteria must be met, and choosing "Or" 
means that either criteria can be met. 

3. From the drop-down list, select a second comparison 
filter. 

4. Enter the second comparison filter value. Figure 14-9 
shows an example. 

5. Click OK to display the filtered records. 

Use a Comparison Fitter for Numbers 

h Click the filter arrow for the numeric column by which 
you want to filter data. 

2. Click Number Filters. A submenu of comparison filters 
like the one in Figure 14-10 appears. Some of the 
choices included are: Equals, Does not Equal, Greater 
than, Greater than or Equal To, Less Than, Less Than or 
Equal To, and Between. 

3. Select a comparison filter to display the Custom 
AutoFilter dialog box. 

4. Enter your filter criteria and then click OK. 
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Figure 14-9: Choosing multiple comparison criteria. 
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Figure 14-10: Choosing multiple comparison criteria. 



If you need to locate cells that share some of the characters you entered, 
but not others, you can use a wildcard character. Entering one or more 
question marks finds single characters and entering an asterisk finds 
any number of characters. For example: if you enter Bos???, you 
would find Boston, Bosnia, Bosart, Boshel ... any word that begins with 
Bos but only has six characters. 
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Filter for the Abode or Below Average Values 



FiitexJor the lo\ 

DropBoaks 



lop or Bottom Numbers 



for the numeric column by which 
you want to filter data. 

2. Click Number Filters. 

3. Choose Top 10. In Figure 14-11, you see the Top 10 
AutoFilter dialog box. 

4. From the first option, select whether you want the Top 
(highest) or Bottom (lowest) values. 

5. In the second option, select the number of items you 
want to see (from 1 to 500). 

6. In the third option, select whether you want to filter the 
items by their names or by their percentiles. For exam- 
ple, choose to list the top 10 customers per their sales 
dollars, or list the top 10% of your customer base. 

7. Click OK. Excel displays the records that match your 
criteria. 



Fitter for the Abotfe or 
Below* AVeraqe Values 



h Click the filter arrow for the numeric column by which 
you want to filter data. 

2. Click Number Filters. 

3. Choose Above Average or Below Average to filter by 
numbers that meet either condition. In Figure 14-12, 
only the records with values below the total average 
appear. 
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Figure 1 4-1 1 : The Top 1 0 AutoFilter dialog box. 
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Figure 14-12: Looking for Averages. 




Top and Bottom values are based on the original range of cells and not 
on any filtered data subset 



Excel calculates the averages by taking the total of all the cells in the 
field and averaging them - not by using any filtered data subset. 
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by Rate or Time 



ow for the date column by which you 



2. 



3. 



want to filter data. 



Click Date Filters. You see an extensive list of date filters 
like the ones shown in Figure 14-13. 

Select a date filter. If you select a Common filter, you 
see the Custom AutoFilter dialog box. If you selected a 
dynamic filter, Excel immediately applies the filter. 




To filter by a date range, select Between. 



4. In the box on the right, enter a date or time and click OK. 

Optionally, click the Calendar button to select a date. 




Fitter by Color 



h Click the filter arrow for the column by which you want 
to filter data. 

2. Select Filter by Color. A submenu of color options like 
the one you see in Figure 14-14 appears. You can filter 
by Cell (background) Color or by Font Color. The sub- 
menu you see depends on the color choices in your 
data. 

3. Select an option. Excel displays the database using the 
filter you requested. 
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Figure 14-13: Filtering by dates. 
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Figure 14-14: Filtering by cell background or font color. 



Years and quarters always start in January of the calendar year. 




Use Advanced Filtering 



Use Advanced Fiiterinq 

DJDeQQJ^Si 

FilterOFilter). 

2. Select the first for rows of the worksheet. 



filter is turned off (DataOSort & 



3- Choose HomeOCellsOInsertOInsert Sheet Rows. 

4. Select the database header row. 

5- Choose HomeOClipboardOCopy or press Ctrl+C. A 
marquee appears around the copied area. 

6. Click cell Al, the first cell of the first blank row. 

7. Choose HomeO Clipboards Paste, which copies the 
header row of your database to the first blank row 
(Row 1). You now have a criteria range ready to enter 
filter selections. (See Figure 14-15.) 

8. In the first blank row of the criteria range, enter the data 
you want to match. For example, if you want to locate 
any entries for the state of California, type California 
under the State heading. 

9. Enter any additional filter criteria: 

• Create an And filter: If you want Excel to find data 
that meets more than one restriction, enter the 
desired additional criteria in another field on the first 
criteria row. 

• Create an Or filter: Enter the filter data on the sec- 
ond row of the criteria range. See Figure 14-16 where 
I've added criteria to both the State and Totals 
columns. 
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Figure 14-1 5: Insert blank rows for a criteria range. 
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Figure 14-16: Enter your criteria. 




Although you could just retype the header row, using the Copy and Paste 
features protects you against typing errors. The criteria area header row 
must exactly match the database header row. 
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Chapter 1%: Filtering Data 




You can use Greater Than, Greater Than Or Equal to, Less Than, or 
.esl TjjarLfl^ Equal To as operators in your criteria range. For exam- 
(fcifcyles greater than or equal to 1 00, enter >=1 00 in the 
ales criteria row. 

10. Click any cell in the main part of the database. 

/ /. Choose DataOSort & FilterO Advanced. Excel displays 
the Advanced Filter dialog box. 

12. Select the Filter the List, In Place option in the Actions 
section. 

13. Verify the database range in the List Range box. 

H. Enter the criteria range. Excel provides two different 
ways to do this: 

• Type the criteria range including the header row, but 
not any blank rows. For example, in Figure 14-17, 
the criteria range is Al: F2. 



Be sure to specify only the rows that contain filtering information. 
If you include blank rows in your criteria range, Excel includes them 
in the filtering process. The effect is that no data is filtered out, so 
all records are returned. 



• Click the Collapse button to the right of the Criteria 
Range box and highlight the entire criteria range, again 
including the header row but not any blank rows. 
Press Enter to return to the Advanced Filter dialog box. 

15. Click OK. Excel places the results of your search in place 
of your original database (as shown in Figure 14-18). In 
this example, I asked for those vendors in the state of IN 
who and had an amount greater than 10,000. 

16. When you're ready to view all data records, choose 
DataOSort & FilterOClear. 
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Figure 14-17: Enter the criteria range. 
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Figure 1 4-1 8: A filtered database. 




You cannot place filtered data on a different sheet from the original 
data, but you can copy and paste it to a different sheet. 



w 



Drd£fl§0#kfc0 PivotTables 




any people don't use PivotTables because they find them overwhelm- 
ing. Yet, this powerful Excel tool enables you, in an instant, to see 



your spreadsheet data in a variety of different ways. PivotTable reports allow 
you to group information, along with varying levels of detail, by different 
criteria such as date or category. These reports also automatically subtotal 
the data on a separate worksheet, leaving your raw data untouched. 

Furthermore, PivotTable calculations aren't limited to adding the numbers. 
You can use Count, Average, Maximum, Minimum, and a number of other 
statistical functions to help you view the overall picture of your data. 

You can fill any of the four main PivotTable areas with data by a drag of the 
mouse, and you can display the data in a table format or in one of Excel's 
many chart formats. 

In this chapter, you find out how you can, within a matter of seconds, gener- 
ate and extract meaningful information from a large amount of data, 
thereby saving potentially dozens of hours of manual calculations. 




Get ready to . . . 

Create a PivotTable 146 

Select and Manage PivotTable Data 149 

■■►Sort PivotTable Data 150 

Change the Calculation Type 150 

Rename a PivotTable Field 151 

Format PivotTable Values 151 

— ►AutoFormat PivotTables 152 

Group Data Together 152 

Generate Multilevel Totals 1 53 

Calculate a Percent of Totals 1 54 

Add Your Own Calculations 154 

Create a PivotChart 155 



Chapter 15: Creating PivotTables 



Create a PJtfotTabte 



r~ Create a F/vot 

DropBpaEs 



a in a list, while keeping these points 

in mind: 

Each column should contain only one type of data; 
for example, put dates in one column and values in 
another. 

Make sure each column in the list has a heading 
label directly above the data. (See Figure 15-1 for an 
example.) PivotTables use the column headings as 
PivotTable fields. 



Do not leave any blank rows between the data and the 
row headings and no blank columns within the data. 

Avoid blank cells within the data. If you have dupli- 
cate data, use the Copy command to replicate it in 
the blank cells. 

If you have more than one list on the same worksheet, 
make sure at least one blank column and one blank 
row separate them. Figure 15-2 illustrates a worksheet 
with multiple data tables. Although you can create 
multiple PivotTables in a workbook, you can work with 
only one table at a time when creating a PivotTable. 

Remove any Excel-generated subtotals or grand totals 
in the data by choosing DataOOutlineOSubtotalO 
Remove All. 

Plan the questions that determine how you want your 
data analyzed. For example, if your data is sales infor- 
mation, perhaps you want to know your sales totals by 
region or a specific salesperson, or even deeper such as 
by both salesperson and by quarter. 
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Figure 1 5-1 : A PivotTable data example. 
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Figure 1 5-2: Separate multiple data ranges with blank rows and columns. 



Create a Pii/otTabte 



Drop 



2. Optionally, click any cell containing the data you want 

sOPivotTable. The Create 
PivotTable dialog box appears. 



4. Make a selection. Excel needs to know where your data 
will come from: 

• Microsoft Excel list or database: This choice creates 
the PivotTable from organized data in a Microsoft 
Excel worksheet. 

• External data source. This choice creates a PivotTable 
from data stored in a non-Excel database. 

5- Verify that Excel correctly identified your data range, 
including the headings. If not, specify the correct area in 
the Table/Range box as shown in Figure 15-3. 



If the data is in another worksheet in the same workbook or a dif- 
ferent saved workbook, type the workbook and worksheet name 
this: [workbookname]sheetname\range. 



Choose whether to add the PivotTable to a new work- 
sheet in your workbook or to another existing work- 
sheet. If you choose to add it to an existing worksheet, 
you must specify a cell location. 

Click OK. Excel creates a new worksheet with a blank 
PivotTable along with PivotTable Field List, which con- 
tains each field from your data range (see Figure 15-4). 
PivotTables contain three primary elements: 

• Rows: The Rows area displays your data vertically, 
with one item per row. 

• Columns: The Columns area displays the data hori- 
zontally, with one item per column. 

• Values: Data Fields summarize numerical data. 
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Figure 1 5-3: Specify the data you want to analyze. 
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Figure 1 5-4: A blank PivotTable. 




Excel also places two new PivotTable tabs on the Ribbon. 



Chapter 15: Creating Pi</otTab(es 






llll U8 



8. From the PivotTable Field List pane, click the check box 

elfidd^ou want categorized. For example, if 

J^OTjmine how much each salesperson 
sbldTselect the Rep ID field. Excel automatically places 
each unique item into the Pivot Table rows and displays 
the name in the Row Labels box in the Areas section 
located beneath the field name list. In Figure 15-5, Excel 
displays the name of each Sales Rep. 

If you want the categorized field displayed horizontally instead 
of vertically, drag the field to the Column Labels box of the Areas 
section. 

9. From the PivotTable Field List pane, select the field, 
such as Sales Amount, you want summarized and per- 
form one of the following actions. Excel instantly takes 
the data and adds the totals to create the summary 
PivotTable (see Figure 15-6). 

• Click the check box next to the field. 

The PivotTable Field List indicates fields used in the PivotTable with 
bold lettering. You don't have to use all the fields in the PivotTable, 
and you don't have to place fields in every area of the PivotTable. 

• Drag the field to the Values area in the Areas section. 

If you drag a field to an incorrect area, uncheck the field name 
check box or drag the field name out of the Areas section onto the 
Excel worksheet. 



To delete a PivotTable, choose PivotTable Tools OptionsOActionsO 
SelecK>Entire PivotTable. Press the Delete key. Optionally, delete 
the entire worksheet. 

To move a PivotTable to a different location, choose PivotTable Tools 
OptionsCMove PivotTable. In the resulting dialog box, specify or 
point to a new location for the current PivotTable. 
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' 1 5-5: Placing a row field. 
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Figure 1 5-6: A completed PivotTable. 



Select and Manage Pif/otTabte Data 



SelecLand Manage Pitfotlabie Data 

ITO pJfrtkOiOll^^lick the down arrow in the Row 

Labels heading section. A list of individual items, such 
as sales rep names, appears. The items that appear 
depend on the values you used in your data. 

2. Remove the check mark next to any item you don't want 
included in the PivotTable. 

3. Click OK. In Figure 15-7, only data for two specifically 
selected sales reps appears in the PivotTable. 

To clear the filter, click the heading arrow and choose Clear Filter or 
check Select AIL 




Select any of the following methods to update the 
PivotTable with any changes made in the original data: 

• Choose PivotTable Tools OptionsODataORefresh. 

• Right-click anywhere on the PivotTable and choose 
Refresh from the shortcut menu. 

• Make the PivotTable automatically refresh whenever 
you reopen the file by choosing PivotTable Tools 
OptionsOPivotTableO Options. From the Data tab of 
the PivotTable Options dialog box, select Refresh 
Data When Opening File. 

Double-click any data value to display the specific 
details that comprise the data. In Figure 15-8 you see 
the detail for Sales Rep Charlene displayed on a separate 
worksheet. 



You can safely delete the separate individual worksheet without 
affecting the PivotTable. 
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Figure 1 5-7: Filter data from a PivotTable. 
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Figure 1 5-8: Examine the individual data from a PivotTable subtotal. 
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SoxLjPiVotTable Data 



DropBaaEs 



the field you want to sort. 
2. Choose PivotTable Tools OSort. 



Depending on the data type, the option may say Sort Smallest to 
Largest or Sort A to Z. 



3. Click a Sort button. The PivotTable data sorts according 
to your choice. In Figure 15-9, the data is sorted by the 
Sum of Sales Amounts. 



Click the Sort button to display the Sort by box. 





Change the Calculation Type 

h Click anywhere in the subtotaled data field. 

2. Choose PivotTable Tools OptionsOActive FieldOField 
Settings. The Value Field Settings dialog box, shown in 
Figure 15-10, appears. 

3. From the Summarize By list, select the function you want 
to use. Choices include Sum, Count, Average, Max, Min, 
Product, CountNums, StdDev, StdDevp, Var, and Varp. 

4. Click OK. Excel resummarizes the field based on the 
function you selected. The field title also changes to 
reflect the selected function. 
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Figure 1 5-9: Sorting PivotTable data. 
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Figure 15-10: Select a different summarizing function. 



If you don't want to display grand totals at the bottom, choose 
PivotTable Tools DesignOLayoutoGrand Totals and choose On for Rows 
only. 
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Format Pit/otTabte Values 





e a PivotTable Field 

V»fywirere\r>ifte field data you want to rename. 

2. Choose PivotTable Tools OptionsOActive FieldOField 
Settings. The Field Settings dialog box opens (see Fig- 
ure 15-11). 



Optionally, click the field name in the PivotTable and begin typing 
a new name. Press Enter when you are finished. 



3. In the Custom Name box, type the new field name. 

4. Click OK. Both the PivotTable field and the Field List 
names change. 



You cannot rename a field the same as the original field name. For 
example, you cannot change Sum of Quantity to just Quantity. You 
can, however, add a space at the end of Quantity, which gives it a 
unique name. 



Format PivotTable Values 

h Select the PivotTable field you want to modify. 

2. Choose PivotTable Tools OptionsOActive FieldOField 
Settings. 

3. From the Field Settings dialog box, click the Number 
Format button. 

4. From the Format Cells dialog box (see Figure 15-12), 
select the Number format you want. 

5. If applicable, select the number of decimal places you 
want. 

6. Click OK twice. 
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Figure 15-11: Rename a PivotTable field. 
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Figure 15-12: Setting value formats. 



To change the format of PivotTable text, select any text cells and format 
them from the Home tab. See Chapters 5 and 6. 
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AutaFormat Pitiotlabies 



Autajrormqt n 

DropHQQls. 



e Tools DesignOPivotTable Styles. 

2. Click the More arrow. A gallery of PivotTable styles 
appears as shown in Figure 15-13. 

3. Select a format. Excel provides over 85 different prede- 
fined PivotTable formats, or you can create your own 
format. 



To remove the formatting, Choose PivotTable ToolsODesignO 
PivotTable StylesOMoreOClear. 




Group Data Together 



i. 

2. 

3. 
li. 



5. 
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Create a PivotTable (see the " Create a PivotTable " sec- 
tion, earlier in this chapter). 

Click in any cell of the field you want to group. A popu- 
lar field to group is a date field. 

Choose PivotTable Tools OptionsOGroupOGroup Field. 

From the Grouping dialog box, select the grouping 
option you want to use. The options that appear depend 
on the type of data you are grouping. 

Click OK. Figure 15-14 illustrates two PivotTable 
examples — one with the dates in detail and the other 
with the dates grouped by month. 



To ungroup categories and redisplay the entire list, click the 
PivotTable button and choose Group and Show DetailoUngroup. 

If you need to change the PivotTable data source, choose PivotTable 
Tools OptionsODataOChange Data Source and specify different 
cells. 
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Figure 15-13: Select an AutoFormat from any of the many options. 



Figure 15-14: Grouping data. 
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Generate Muttitetfet Totals 




te Multilevel Totals 

this chapter). 



see ''Create a PivotTable" earlier in 



2. To create a second summary level, drag the next field 
you want to subtotal from the PivotTable Field List onto 
the desired PivotTable area, keeping these pointers in 
mind: 

• If you want to create a second category, such as by 
Country and then by Salesman, drag the field into 
the Row area. Figure 15-15 shows a PivotTable with 
two categories. The field closest to the data is called 
the inner row (in this example, Invoice Date). The 
other field is called an outer row (in this example, 
Salesperson). Excel displays data in the inner row 
under each of the outer row fields. 

• If you want to change the order of the inner and 
outer row fields, from the Area box, drag the field 
you want as the outer row to the top of the box. 

• If you want to total additional fields, drag the field 
into the Data area. 



You can add even more data fields to your PivotTable. PivotTable 
data fields are only limited by the amount of memory in your 
computer. 



• If you want to sum different fields or if you want to 
create two different total types (such as count and 
sum, or max and min), select a field you have already 
used. Currently used fields are listed in bold type. In 
Figure 15-16, the sales are both summarized and 
counted. 

• Click the minus sign to collapse a row heading such 
as a particular salespersons name. Click the plus sign 
to expand the row again to see all the data. 
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Figure 15-15: Multiple category fields. 
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Figure 15-16: Multiple data fields. 
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DropB 



(ate a Percent of Totals 

Q sC^ncKf>3lls field and display the two fields side 
by side. (See the earlier section, " Generate Multilevel 
Totals"). 

2. Select the second totals field and choose PivotTable 
Tools OptionsOActive FieldOField Settings. 

3- Click the Show Values As tab and from the drop-down 
list, (see Figure 15-17); then choose % of Column. 
Click OK. 

Add \lour Oitin Calculations 

h Choose PivotTable Tools OptionsOToolsOFormulasO 
Calculated Field. 

2. In the Name text box, type a name for the formula. 

3- In the Formula box, delete the =0 and create your own 
formula, following these tips: 

• Like other Excel formulas, it begins with an equal 
sign, but you use field names instead of cell refer- 
ences. You can't use cell references in a formula, but 
you can use static values. 

• Double-click any field name in the Fields box to add 
it to the formula. 

• Use the standard formula operators such as plus, 
minus, multiply, and divide (+, -, *, and /). 

4. Click OK. Excel creates a new data column with the cal- 
culated value. Figure 15-18 shows a PivotTable with a 
calculated field next to the data field. 
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Figure 15-17: Create special calculations. 
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Figure 1 5-1 8: A customized formula calculation added to a PivotTable. 



If you no longer want the calculated field on your PivotTable, drag the 
calculated field heading out of the Values Areas box. 
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Create a PiUptChart 

DropBaols 



see the earlier section, " Create a 

PivotTable"), 

2. Click anywhere in the PivotTable. Choose InsertOCharts 
and select a chart type. As you see in Figure 15-19, Excel 
automatically creates a chart from your PivotTable. All 
PivotTable data, except for the totals and subtotals, 
appear in the PivotChart. 

Changes to the PivotTable affect the PivotChart, and field changes 
to the PivotChart affect the PivotTable. 




3. Format the chart (see Chapter 11) with the following 
exceptions: 

• You cannot move or resize the plot area. 

• You cannot add data to the PivotChart from outside 
the PivotTable. 

• PivotCharts cannot be Scatter, Bubble, or Stock types. 

• You can click the Axis Fields drop-down list to filter 
the row headings you want to use. See Figure 15-20. 

To delete the PivotChart, select the chart boundaries and press the 
Delete key. 





To convert the PivotTable to standard data that you can use to cre- 
ate a standard (non-PivotChart) chart, select the PivotTable report 
data that you want to use and choose Copy and PasteOPaste 
Values commands to duplicate the data to a blank area of the work- 
book. You can then create a standard chart of your choosing. 



Create a PivotChart 
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Figure 15-19: Create a Pivot Chart. 
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Figure 1 5-20: Display selected data using the PivotChart buttons. 
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Dxdimbdm Simple 
macros 

\m ou can often save yourself time by automating tasks you perform fre- 
quently. The automation takes the form of an Excel Macro, which is a 
series of commands and functions grouped together as a single command. 
Macros are created in a special programming language called Visual Basic 
and can be run whenever you need to perform the task. 

Although you can write your own very complex macros in the Visual Basic 
programming language, the easiest method for creating many macros is to 
use the Excel Macro Recorder. When you record a macro, Excel stores infor- 
mation about each step you take as you perform a series of commands. You 
then run the macro to repeat, or play back, the commands. 

The macro recorder is very literal and records every action you complete. 
Therefore, planning your macro before you begin the recording process is 
very important so you don't record unnecessary steps. 

Security is an important issue when working with macros. If you open work- 
sheets containing macros from outside sources, these macros can be harmful 
to your computer. By default, Excel protects you from running macros, but if 
you're creating your own macros, you'll probably change these protective 
security settings. 

In this chapter, you find out how to change your security settings, as well as 
how to record, run, and delete Excel macros. 




Get ready to . . . 

Display the Developer Tab 1 58 

Record a Macro 158 

Assign a Macro Keystroke 159 

Run a Macro 159 

■^Save a Macro-Enabled Workbook 160 

Open a Macro-Enabled Workbook 1 60 

,m + Check Macro Security Level 161 

■^AddaMacro Button to the 
Quick Access Toolbar 162 

Delete a Macro 162 



Chapter 16: Building Simple Macros 



_ Display the be 

DropEdo&a 



beVeioper lab 



tonOExcel Options. The Excel 
Options dialog box appears. 

2. From the Popular section, check the option Show 
Developer Tab in the Ribbon. 

3- Click OK. The Developer tab appears, with Macro 
options. See Figure 16-1. 



Record a Macro 



h Choose DeveloperOCodeORecord Macro. The Record 
Macro dialog box, shown in Figure 16-2, appears. 

2. Type a name and optional description for the macro. 

3. From the Store Macro In drop-down list, select where 
you want to store the macro: 

• This Workbook: Save the macro in only the current 
workbook file. 

• New Workbook: Create macros that you can run in 

any new workbooks created during the current Excel 
session. 

• Personal Macro Workbook: Choose this option if 
you want the macro to be available whenever you use 
Excel, regardless of which worksheet you are using. 

4. Click OK. The Record Macro option changes to Stop 
Recording. 

5. Perform the actions you want to record. Excel is record- 
ing your keystrokes as you type. 

6. Choose DeveloperOCodeOStop Recording. 



Illl 158 




You can also manage macros by choosing ViewOMacrosOMacros. 





The first character of the macro name must be a letter, and the name 
cannot contain spaces or cell references. Macro names are not 
case-sensitive. 

Excel records your steps exactly — such as (Select cell C3) — but you 
can also record the steps relative to any current cell — such as (Go up 
one row and insert a blank line). To do so, choose Developed CodeOUse 
Relative References. You can turn the Relative Reference function on and 
off as often as you need to when recording the macro. 
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Figure 16-1: Displaying the Developer tab. 
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Figure 16-2: The Record Macro 
dialog box. 



Run a Macro 



Assim a Macro Keystroke 



Assim a macro 

DropBojoEs 



'CodeORecord Macro. 

2. In the Macro Name text box, type a name for the macro. 

3. From the Store Macro drop-down list, select where you 
want to store the macro. 

4. Optionally, in the description box, type a description of 
the macro. 

5- Assign a keystroke combination (see Figure 16-3). If you 
select a shortcut key already used in Excel, the macro 
shortcut key overrides the Excel shortcut key while the 
workbook that contains the macro is open. 



If you enter a lowercase letter, Excel assigns it a CTRL+lowercase 
letter combination. If you type an uppercase letter, you must press 
CTRL+SHIFT+the letter to run the macro. The shortcut key cannot 
be a number or special character. 



6. Click OK. 

7. Perform the actions you want to record. 

8. Click the Stop Recording button on the Stop Recording 
toolbar, or choose ToolsOMacroOStop Recording. 

9. To execute the macro, press the shortcut key you 
assigned or choose the macro from 
ToolsOMacroOMacros. 




Run a Macro 




It's a good idea to save your file before running a newly created 
macro. Excel cannot undo the steps taken by the macro. 

Optionally, press the shortcut key combination you assigned to the 
macro. 



til M.Utn 

ShertcUto-. 
OritSnfH 0 

Stare merru ri 

Xtttn January ttvsucfi Dti<i« n twrsnt uiiirj 



Figure 1 6-3: Assign a shortcut key 
to a macro. 
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Figure 1 6-4: Select a prerecorded 
macro. 



/. Choose DeveloperOCodeOMacros. The Macro dialog 
box, shown in Figure 16-4, appears. 

2. Select the macro you want to run. 

3. Click Run. Excel executes the selected macro. 
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Safe a Macro-Enabled Workbook 



r~ Safe a macros 

DropEaoEa 



ttonOSave As. The Save As dialog box 

appears. 

2. Enter a name and select a location for your workbook. 

3. Click the Save as Type drop-down arrow. A list of file 
types appears. 

4. Choose Excel Macro-Enabled Workbook. Excel adds the 
.xlsm extension to the filename. 



If you neglect to save the workbook as a Macro-enabled workbook, 
you see the warning message (shown in Figure 16-5) telling you 
that the macro will not be retained. 



Open a Macro-Enabted Workbook 




h Open a workbook containing a macro. The workbook 
opens as usual but a Security Warning message appears 
below the ribbon. 

2. Click Options. The Microsoft Office Security Options 
dialog box you see in Figure 16-6 appears. 

3- Click Enable This Content only if you know where the 
macro originated. 

4. Click OK. The dialog box closes, along with the Security 
Warning message. 
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Figure 1 6-5: The Macro warning message. 
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Figure 1 6-6: The Security Options dialog box. 
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Check Macro Security Lev el 



Drop 




CheGLMacro Security Lei/et 

>^^C^l!^V^CodeOMacro Security. The Trust 
Center dialog box shown in Figure 16-7 appears. 

2. Set a security level: 

• Disable all macros without notification: Allows you 
to run only macros that are stored in a trusted loca- 
tion. Click the Trusted Location section to manage 
these trusted locations. (See Figure 16-8). Also, since 
the macros are automatically disabled, this option 
disables security alerts. 

• Disable all macros with notification: Displays a 
security alert when a workbook with macros opens. 
You can then decide whether to enable the macros 
associated with the workbook. This is the Excel 
default setting. 

• Disable all macros except digitally signed macros: 
You can only run only those macros that are digitally 
signed. 



Turn ' »nui 




A digital signature is an electronic, encrypted, secure stamp of 
authentication obtained from a commercial certification authority. 
Excel's Visual Basic programming language contains a self-certify- 
ing digital signature tool, but because it doesn't come from a third 
party, Excel still considers it unauthenticated and displays a warn- 
ing box before running self-certified macros. 



• Enable all macros: Allows macros to run without a 
notification. This can be helpful if you run a lot of 
macros, but be aware of the risk when using macros 
from unknown sources. 
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Figure 1 6-7: The Trust Center dialog box. 
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Figure 1 6-8: Trusted file locations. 



3. Click OK. 



Chapter 16: Building Simple Macros 



AdfLa Macro Button 
U r 0 pmOfcmBootbar 



to the 



h Choose Office ButtonOExcel Options. 
2. Click the Customize section 

3- From the Choose command from drop-down list, select 
Macros. 

4. Select the macro you want displayed on the Quick 
Access toolbar. 

5. Click Add. An icon is added to the right panel. 

6. Click the newly added macro command. 

7- Click Modify. You see the Modify Button dialog box, 
shown in Figure 16-9. 

8. Choose an icon to represent the macro. 

9. Click OK. 

10. Click OK to close the Excel options dialog box. Excel now 
displays a macro button in the Quick Access toolbar. 

/ /. To run the macro, click the toolbar button. 



Delete a Macro 



h Open the workbook containing the macro you want to 
delete. 

2. Choose DeveloperOCodeOMacros. The Macro dialog 
box appears (see Figure 16-10). 

3. From the Macro dialog box, select the name of the 
macro you want to delete. 

4. Click Delete. A confirmation box appears. 
5- Click Yes. 
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Deleting a macro does not remove the button you placed on the Quick 
Access toolbar. To delete a button from the Quick Access toolbar, right- 
click the macro icon and choose Remove from Quick Access Toolbar. 
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Figure 16-9: Change the 
look of an icon. 
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Figure 16-10: Select a macro to delete. 



&0iMsf ime With 
Excel loots 

This chapter is about stuff . . . Excel stuff. In the earlier chapters, I show 
how Excel has lots of power to make your computing life a little easier. 
This chapter contains a diverse group of Excel tools designed to speed up 
data entry and improve spreadsheet quality. 

In this chapter you discover: 

How to add special characters such as the copyright symbol, the regis- 
tered trademark, foreign characters, or smiley faces. 

Split data into multiple columns where you can break up data con- 
taining multiple words such as a first name and last name, or city, 
state, and zip code, into separate columns. 

Merge columns by using the Excel Concatenate function to combine 
data. 

Manage Excel's AutoCorrect feature to have Excel automatically correct 
many common misspelling or formatting issues. 

Work with SmartTags, those funny little indicators that often appear 
when you perform certain Excel functions or enter a particular type of 
Excel data. 

Check your workbook for spelling errors. 
Find just the right word with the thesaurus. 




Get ready to . . . 

Add Special Characters 164 

Check Your Spelling 164 

Find Words with the Thesaurus 1 65 

Manage AutoCorrect 165 

Work with Smart Tags 1 66 

Split Data into Multiple Columns 167 

Merge Columns 168 
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Characters 



|^/:Hey<jc\j^ where you want the symbol. Special 
characters can be in their own cells or amid other text or 
values. 

2. Choose InsertOTextO Symbol. The Symbol dialog box 
appears (see Figure 17-1). 

3. From the Symbols tab, click the symbol you want to use. 

4. Click Insert. Excel inserts the symbol into the current 
cell. Click the Close button. 



Check \lour Spelling 



h Choose ReviewOProofingOSpelling. The Spelling dialog 
box opens, displaying the first potential error as you see 
in Figure 17-2. 

2. Select one of the following options: 

• Choose a correction suggestion and then click 
Change. This changes just the current instance of the 
spelling mistake. 

• Choose Change All if you think you made the mis- 
take more than once. 

• Choose Ignore Once or Ignore All if you don't want 
to correct the spelling item. 

• Choose Add to Dictionary to add a word, such as a 
product name or scientific term, to Excel's built-in 
dictionary, thus ensuring that word won't be flagged 
as an error in the future. 

3- Continue with the next error until the spell-checking is 
complete and then click OK. 




Different fonts display different symbols. If you don't see the symbol 
you want, select a different font from the Font drop-down list. For a 
large variety of unusual characters, look at the Wingdings fonts. 
Additional special characters are available on the Special Characters tab. 
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Figure 17-1: Insert symbols such as the copyright 
character into a cell. 



\|»*IIIih): hnjlkh (U.S.I 



Notn(jrtaon«rv: 

i_c*"£tr •etc* 



□ 



ftdd to LWtoowy 



Bungi 



1 



Figure 1 7-2: Check your workbook for spelling 
errors. 
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Manage AutoCorrect 



p. Find-Words vJith the Thesaurus 

ant to replace with another word. 

2. Choose ReviewOProofingOThesaurus. The Research task 
pane opens with a list of suggestions. 

3. Click the arrow next to the word that fits best as a 
replacement. A list of options appears. See Figure 17-3. 

4. Choose Insert. Excel replaces the highlighted word with 
the new word. 

Manage AutoCorrect 

h Choose Office ButtonOExcel Options. The Excel 
Options dialog box appears. 

2. From the Proofing section, choose AutoCorrect Options. 
The AutoCorrect dialog box opens. 

3- Remove the check marks from any option you do not 
want Excel to automatically correct. 

4. In the Replace box, type a common typing mistake. For 
example, if you frequently type profitt instead of profit, 
type profitt in the Replace box. 

5- In the With text box, type the correct word as shown in 
Figure 17-4. 

6. Click Add. 

7. Click the AutoFormat As You Type tab. 

8. Remove the check mark from any action you don't want 
Excel to automatically perform. 

9. Click OK twice. 




To remove any unwanted entry, select the entry and click the Delete 
button. 
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Figure 1 7-3: Find an elusive word with the thesaurus. 
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Figure 1 7-4: AutoCorrect Options. 
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DropRaoIs 



llll ^ 



tonOExcel Options. The Excel Options 
dialog box appears. 

2. From the Proofing section, choose AutoCorrect Options. 
The AutoCorrect dialog box opens. 

3- Click the Smart Tags tab (see Figure 17-5). 

4. Check the Label Data With Smart Tags option. 

5. Click OK twice. 

6. From the worksheet, click a Smart Tag icon. Each Smart Tag 
type appears with a different icon appearance including: 

• Paste: This icon appears over pasted data (as shown in 
Figure 17-6), offering choices for pasting such as 
whether to include formatting, values, or both. 

• AutoFill: This icon appears after you enter data in a 
worksheet, offering tips on how to fill in the text or 
data. 

• Insert: This icon appears next to inserted cells, rows, or 
columns, offering a list of formatting options. 

• AutoCorrect: This icon is a small, blue box that 
appears near text that was automatically corrected, 
offering to undo an AutoCorrect action. 

• Financial: This icon appears over a cell with a U.S. 
stock symbol and offers options to check stock prices. 
Financial Smart Tags are indicated by a purple triangle 
in the lower-right corner of a worksheet cell. 

• Error Checking: This icon appears over potential for- 
mula errors in the same way as the Error-Checking fea- 
ture. Error-Checking Smart Tags are indicated by a 
small green triangle in the upper-left corner of a work- 
sheet cell. 




The availability of some Smart Tag options depends on other software 
installed on your computer. 
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Figure 1 7-5: Enable additional Smart Tags. 
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Figure 1 7-6: Paste Smart Tag options. 



Split Data into Multiple Columns 





ata into Multiple Columns 

IlHi^ceW5r}^rI>eVt*^nk columns to the left of the cells you 
want to convert into multiple columns. If you want your 
data in three columns, you must have two blank columns. 

2. Select the cells you want to convert. 



You can't split empty cells, and you can't split merged cells. You must 
first unmerge the cells. See Chapter 5 for information about merged 
cells. 



3- Choose DataOData ToolsOText to Columns. The Convert 
Text to Columns Wizard appears. 

4. Select the Original Data type that best suits your existing 
data. For example, if you're separating text that is variable 
in length such as a first name and last name, select 
Delimited. The Delimited data type works best if your data 
has a similar format. If all cells contain a specific number 
of characters, choose Fixed Width. See Figure 17-7. 



If your data type is delimited, be sure each section is separated by a 
common character such as a comma, period, apostrophe, or tab. 



5- Click Next. The option you see next depends on which 
data type you selected in Step 4. 

6. If you selected Fixed Width, click the ruler bar where you 
want the data to split. If you selected Delimited, enter the 
character you use to separate your text. In Figure 17-8, the 
text is separated by a comma. 

7- Click Finish. Excel separates the selected cells into multi- 
ple columns. 

8. Click OK. 





To split data into two lines in the same cell, press Alt + Enter at the 
point where you want to break the line. 
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Figure 1 7-7: Convert text to multiple columns by specifying what separates the text 
sections. 
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Figure 17-8: Splitting data into multiple columns. 
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_~ Mexae Columns 

DropBooRs 



r here you want to put the merged data. 

2. Choose FormulasOFunction LibraryOInsert Function. 

3. From the Or Select A Category drop-down list, choose 
Text. 

4. Select Concatenate. (See Figure 17-9.) 

5- Click OK. The Function Arguments dialog box appears. 

6. Type the first cell address or click the cell you want to 
add to the combination. Excel enters the cell address in 
the Textl box. 



Optionally, if you want to add specific text that's not in a cell 
address, type the text or punctuation (including any spaces) on any 
line. Excel places any spaces, punctuation, or text in quotation 
marks. 



7. In the Text2 box, click the cell or type the text you want 
next. Each element must go on its own Text-box line. 
Figure 17-10 shows an example. 

8. Click OK. 






To convert the merged cells into plain text, instead of formulas, 
select the merged cells, choose EditoCopy; next, choose 
EditoPaste Special; and finally, select Values from the Paste Special 
dialog box. 

Optionally, use the ampersand (&) between cell addresses to join 
text items. For example, =A1 &B1 returns the same value as =C0N- 
CATENATE(A1,B1). However, the cells you connect with the amper- 
sand cannot be blank. 




You can also use the CONCATENATE command along with a couple of 
other functions, to display only certain digits - for example, the last 
four digits of cell containing a credit card number. If cell C5 contains the 
credit card number, and you want cell D5 to display ****_****_] 234, 
enter the following formula in cell D5. =C0NCATENATE(REPT("****-",3), 
RIGHT(C5,4)). The REPT function repeats the "****-" text three times 
and combines that with the last four digits of the credit card number, 
which are derived from the RIGHT function. 
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Figure 17-9: Combining multiple columns 
into a single column. 
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Figure 17-10: Concatenating text columns. 
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in Excel 

Chances are, you have an Excel workbook that others need to access. You 
may copy the workbook to another disk and hand it to your coworkers, 
the others may access it directly from your computer, or you may even e-mail 
or post the file on the Internet. Excel provides several features aimed at help- 
ing people collaborate on a workbook. All users can add their own comments, 
track revisions as multiple people edit the workbook, and merge multiple 
copies of the workbook. 

Comments are notes that you attach to cells, separate from other cell con- 
tent. Using comments allows you or others reviewing a workbook to provide 
instruction, for example, noting how a complex formula works, entering 
thoughts, questions, and even specifications about the type of information 
you want the end user to enter into the cells. Adding a comment does not 
change the overall appearance of the worksheet. You can think of comments 
as sticky notes for an individual worksheet's cells. 

When multiple people edit a workbook it can be difficult to determine 
which person made which changes. Revision tracking helps you determine 
who added changes to the file and what the changes were — including 
formatting changes and data additions or deletions. The tracking feature 
changes the color for each person's edits, making it easy to see who changed 
what in the workbook. When you review the workbook, you can choose to 
accept or reject the changes. 




Get ready to . . . 
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Chapter 18: Collaborating in Excel 



r~ AddJCam merits 

DropEojoEa 




ommentsONew Comment. A yellow com- 
ment box with your name and a blinking cursor appears. 



With the comment box open, you can drag the lower-right corner of 
the comment box to make it larger. 



2. Type your comment. Comments can be up to 32,767 char- 
acters in length. 

3. Click a cell other than the commented cell. Excel accepts 
the comment and displays a triangle in the upper-right cor- 
ner of the commented cell. See Figure 18-1. 



Point at the comment triangle to display the actual comment text. 




Edit Comments 

h Select the cell with the comment you want to edit. 

2. ReviewOCommentsO Edit Comment. The comment box 
reopens for editing as you see in Figure 18-2. 

To delete a comment, choose ReviewOCommentsODelete Comment. 




3- Make any desired changes, and then click any other cell to 
close the comment box. 
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Figure 18-1: Excel indicates commented cells with a red triangle. 
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Figure 18-2: Edit a comment. 



Share a Workbook 



VievfLMultinle Comments 

mment and pause your mouse over 
the comment indicator. Excel displays the comment 
text; but as you move your mouse away from the com- 
ment indicator, the comment text hides. 

2. Try the following options: 

• Choose ReviewOCommentsONext or choose 
ReviewOCommentsOPrevious. Excel opens and dis- 
plays another comment. 

• Choose ReviewOCommentsOShow/Hide Comment. 
Excel keeps the current comment displayed on the 
screen until you recheck this option. 

• Choose ReviewOCommentsOShow All Comments. 
Excel displays all comment boxes on the current 
worksheet. (See Figure 18-3.) Click the Show All 
Comments option again to turn off the comment 
display. 

Share a Workbook 

h Choose ReviewOChangesOShare Workbook. The Share 
Workbook dialog box appears. 

2. From the Editing tab shown in Figure 18-4, click Allow 
Changes by More Than One User at the Same Time. 

3. Click OK. The Share Workbook dialog box closes, and if 
any changes have been made to the workbook, Excel 
prompts you to save the file. 

4. Click OK. Excel resaves the workbook. Excel denotes a 
shared workbook with the word [Shared] in the title bar. 




Repeat the preceding steps and remove the check mark to unshare a 
workbook. Excel displays a confirmation box. Click Yes. 
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Figure 18-3: Viewing multiple comments. 
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Figure 18-4: Allow more than one user 
to edit the workbook at the same time. 
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Chapter 18: Collaborating in Excel 




hangesOTrack Changes. The Highlight 
Changes dialog box, shown in Figure 18-5, opens. 

2. Click the Track Changes While Editing option. This option 
automatically creates a shared workbook file if you have 
not already activated the Share Workbook feature. 

3- Select any desired options: 

• When: Select the default of All Changes or choose 
Since I Last Saved, Not Yet Reviewed, or specify a date. 

• Who: Choose from specific users currently using the 
workbook, Everyone, or Everyone But Me. 

• Where: Specify a range in the workbook to track. If this 
option is left blank, Excel tracks the entire workbook. 

• Highlight Changes On Screen: When selected, mod- 
ified cells have a triangle in the upper-right cell cor- 
ner. Rest the mouse over the triangle to review the 
change and who made it. 

• List Changes on a New Sheet: When this is selected, 
Excel adds a special History worksheet in the work- 
book for viewing each edit including the detail, author, 
date, and time. See an example in Figure 18-6. 

4. Click OK. Excel activates its tracking feature and high- 
lights any changes in the worksheet with a colored trian- 
gle in the upper-left corner of edited cells along with a 
colored border around the cell. 

5- Make a change in any cell. 




To view details about a change and its author, pause the mouse 
pointer over a changed cell. 



Each user who opens the workbook must activate revision tracking for 
his or her changes to be marked. 
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Figure 18-5: Track cell changes. 
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Figure 18-6: Change history. 
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Accept or Reject Changes 




or Reject Changes 

ifce^^EoVwtl 



f you don't save the workbook, 
Excel prompts you to save it when you proceed to Step 2. 



Excel notes each user's revisions with a different color. 




2. Choose ReviewOChangesOTrack ChangesOAccept/ Reject 
Changes. The Select Changes to Accept or Reject dialog 
box appears. 

3- Select which changes you want to review and then click 
OK. The Accept or Reject Changes dialog box, like the 
one shown in Figure 18-7, appears with the first change. 

4. Choose one of the following actions: 

• Accept: Keeps the change and removes the revision 
marker. Excel then locates the next changed cell. 

• Reject: Returns the changed cell to its previous value 
and removes the revision marker. Excel then locates 
the next changed cell. 

• Accept All: Accepts all changes and removes the revi- 
sion indicators. 

• Reject All: Returns all changed cells to their previous 
values and removes the revision indicators. 

• Close: Makes no changes and cancels the change 
review. 

5. If a cell has conflicting changes from multiple users, Excel 
displays the dialog box shown in Figure 18-8. It displays 
the original cell value and the value added by each user. 
Select the cell value you want, and then choose Accept. 




The dialog box on the right appears when you save a workbook with 
conflicts. 
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Figure 18-7: Select an action for the change. 
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Meme Workbooks 



orkbooks to create a single final file 
ncorporating every user's input. For example, if each user 
saves the same file with a different name, you can incorporate 
all the versions of the file into one workbook to include every- 
one's edits to the data. 

/. From one shared workbook choose Office ButtonOSave 
As and save a copy for each user. 

2. Allow each user to make changes to her own workbook 
version. 

3- Add the Compare and Merge Workbooks command to 
the Quick Access toolbar. See Chapter 1 for a refresher 
on adding tools to the Quick Access toolbar. 

The Compare and Merge Workbooks command is listed under the 
category Commands Not on the Ribbon. 




4. Click Compare and Merge Workbooks. Excel may 
prompt you to save the workbook. 

5- Click OK. The Select Files to Merge into Current 
Workbook dialog box, shown in Figure 18-9, opens. 

6. Navigate to the folder containing the workbooks you 
want to merge. 

7- Click the file names you want to merge. 

8. Click OK. Excel merges all the workbooks into one. In 
Figure 18-10, Excel incorporates other users' data into 
the workbook and marks changes with revision mark 
indicators. 




To click multiple files, press and hold Ctrl key while clicking filenames. 
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Figure 18-9: Locate files to merge. 
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Figure 1 8-1 0: A merged workbook with revision markers. 



176 



into Word m 



J\l° sm & e computer program does everything, and in reality, you don't 
# W want it to. You probably use multiple applications for different tasks 
such as playing solitaire, surfing the Internet, reading e-mail, and of course, 
working with Excel. If you use Excel, you probably use Microsoft Word to 
create memos, letters, and other such documents. 

In this chapter, I show you how to integrate two major Microsoft Office 
applications: Word and Excel. You discover how you can create a worksheet 
in Excel and include it in the middle of a Word document. 

If you create a table in Word and then conclude that you are better off work- 
ing in Excel, you can copy the Word table into any Excel worksheet. You 
don't need to start completely over. 

Take a look and see how easily these two powerful applications work 
together! 




Get ready to . . . 

■■^ Copy Excel Cells into Word 178 

Insert a Saved Excel Worksheet 

into Word 179 

Edit an Inserted Worksheet 1 79 

Embed an Excel Worksheet into Word 1 80 

,m + Copy a Word Table to Excel 1 81 

Create a Word Mail Merge Form 

Letter Using an Excel List 182 

"*Make Mailing Labels with 

Word and Excel 184 



Chapter 19: Integrating Excel into Word 



Com Excel Cells into Word 



low excel Lei 

DropBaaks 

copy into a Word ( 



2. 



3. 



4 



5. 



178 



>rksheet, highlight the cells you want to 
document. 

Choose HomeOClipboard OCopy, or press Ctrl + C. The 
highlighted cells now have a marquee around them. 

Open or create the Word document in which you want to 
place the Excel cells. Make sure the blinking cursor is at 
the location where you want the cells. 

Choose HomeOClipboardOPaste, or press Ctrl + V. Excel 
pastes the cells into a Word table. Figure 19-1 shows both 
the Excel worksheet and the new Word table. 

Modify the Word table using any of the following: 

• Replace any cell value: Highlight any existing text in a 
cell and type the replacement text. 

• Delete a column or row: Click in a cell of the column 
or row you want to delete and then choose Table Tools 
LayoutORows & ColumnsODeleteO 
Delete Columns (or Delete Rows). 

• Insert rows or columns: Click in a table cell where you 
want to insert the new row or column, and then choose 
Table Tools LayoutORows & Columns. Next, select Insert 
Above, Insert Below, Insert Left, or Insert Row. 

• Widen a column: Click a cell in the column you want 
to widen and then choose Table Tools LayoutO 

Cell Size. Next, change the Width option spinner until 
the column is the width you want. 

• Delete the table from the Word document: Select the 
row above the table, the table itself, and the row below 
the table and then press the Delete key. (See Figure 19-2.) 
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Figure 19-1: Copy Excel cells into a Word table. 
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Figure 1 9-2: Remove the table from Word. 



Edit an Inserted Worksheet 



a Sa^ed Excel Worksheet 




h In a Word document, position the insertion point where 
you want the worksheet to appear. 

2. Choose InsertOTextOObjectOObject. The Object dialog 
box opens. 

3. From the Create From File tab, click the Browse button. 
The Browse dialog box opens. 

4. Locate and double-click the Excel file you want to 
include in your Word document. (See Figure 19-3.) The 
Object dialog box reappears. 

5. Click OK. The Excel workbook appears as a Word table. 
The cells in the Word table contain the same formatting 
as the Excel workbook. 

Edit an Inserted Worksheet 

h Click once in the Word table. 

2. Perform one of the following actions: 

• Press Delete to delete the table. 

• Drag one of the handles to resize the table. 

• Double-click the table to edit the actual values. The 
Excel Ribbon appears, along with column headings, 
row numbers, and any formulas you created in Excel. 
(See Figure 19-4.) 

3. Click outside of the table to deselect the table. 



Any changes you make are saved in Word only, not in the original Excel 
workbook. 





Even if your worksheet contains multiple sheets, only the top sheet with 
all the cells containing data appears. You cannot specify a particular 
range of cells. If you want an Excel chart, save the workbook with the 
chart sheet on top before inserting into Word. 
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Figure 1 9-3: Insert a worksheet as an object. 
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Figure 19-4: Edit cells, formulas, or formatting. 
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Chapter 19: Integrating Excel into Word 




d an Excel Worksheet into Word 

fre^^ps^^wrough 4 of the " Insert a Saved Excel 
Worksheet into Word" section. 

2. Check the Link to File check box shown in Figure 19-5. 
With this option selected, any changes you make to the 
original Excel workbook are reflected in the Word docu- 
ment each time you open the Word document. 

3- Click OK. The Excel workbook appears as a Word table. 



To resize the Word table, click once on the table that displays the 
eight sizing handles, and drag any handle until the table reaches 
the size you want. 

To delete the table, click once on the table and press the Delete key. 





4. The Word table is linked to the original Excel worksheet. 
You can ensure that any changes made in the Excel 
workbook are reflected in the Word document by using 
any of the following methods: 

• With the Word document already opened, right-click 
the Word table and choose Update Link. 

• Double-click the Word table, which launches the 
Excel program and opens the linked workbook. If 
you make any changes in Excel; the Word table auto- 
matically updates. 

• When you reopen the Word document, the dialog 
box shown in Figure 19-6 displays. It prompts you to 
update the Word document from the original Excel 
file. Click Yes. 




If you check Display as Icon, Word inserts an Excel icon into the document 
instead of displaying the workbook as a table. Double-clicking the icon 
opens the workbook in Excel; however, the Excel program must be 
installed on the PC that is trying to open the workbook. 
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Figure 19-5: Insert an Embedded worksheet into 
a Word document. 
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Figure 19-6: Updating the Excel-to-Word link. 



Illl 180 



Copy a Word Table to Excel 




3. 



Word Table to Excel 

C^s^XI/oVft^reate a table by choosing InsertO 



TablesOTable. 
2. Enter data in the Word table. 



Press Tab to move from cell to cell, or click the mouse in any indi- 
vidual cell. 



Drag across the table to highlight the cells you want to 
copy as shown in Figure 19-7. 





4. Choose HomeOClipboardOCopy or press Ctrl+C. 



To move, instead of copy, the Word table to Excel, choose 
HomeOClipboardoCut, or press Ctrl + X. 



5- Open or create the Excel workbook in which you want 
to place the Word table. 

6. Click the cell in which you want the table to begin. 

7. Choose HomeOClipboardOPaste, or press Ctrl+V. The 
Excel worksheet displays the Word table. As shown in 
Figure 19-8, each cell in the Word table occupies one 
cell in the Excel worksheet. 



If the Word table cells have a border around them, the Excel cells 
also have a border around them. 




The Word table and the Excel worksheet are not linked. Any 
changes made to one will not change the other. 



8. Format the cells as desired. See Chapter 5. 
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Figure 1 9-7: Highlight the table cells you want to take to Excel. 
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Figure 1 9-8: Copy a table from Word to Excel. 
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Chapter 19: Integrating Excel into Word 



Create a Word Mail Merge Farm 
DrOp©Q0%Sw Excel List 

1. Create and save an Excel worksheet with the data you 
want to merge in an Excel list. The Excel worksheet does 
not need to be open. 

2. In Word, with a blank document on the screen, choose 
MailingsOStart Mail MergeOStep by Step Mail Merge 
Wizard. The Mail Merge task pane appears on the right 
side of your screen. 

3- Select the Letters option. (See Figure 19-9.) 

6. Click Next: Starting Document. 

5. Choose whether to create the mail merge from the cur- 
rent Word document or from another existing Word 
document. 

6. Click Next: Select Recipients. 

7. Select the Use an Existing List option. 

8. Click Browse. The Select Data Source dialog box appears. 

9. Locate and double-click the Excel file containing your 
list. The Select Table dialog box opens as shown in 
Figure 19-10. 

10. Select the range name, sheet name, or area containing 
data. 

/ /. Click OK. A Mail Merge Recipients list containing your 
data appears. 

12. Remove the check mark next to any record that you 
don't want to include and then click OK. 



13. Click Next: Write your letter. 
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The data will be easier for you to identify later if it has column headings 
(although they are not a requirement). If you are merging names, you 
might want to list the first name and last name in separate columns. 

If the first row of your list does not contain headers, remove the check 
mark from the First Row Of Data Contains Column Headers option. 

Optionally, Click Clear all to clear all the check marks or click Select All 
to check all the records. Click the arrow next to any heading to sort the 
data. 
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Figure 1 9-9: Select a mail merge document type. 




Figure 19-10: Select the data area you want to merge. 



Create a Word Mail Merge Form Letter Using an Excel List 





H. Type the form-letter document, leaving blanks where you 

ch as name, address, phone num- 
mation to appear. See Figure 19-11. 

15. Click the insertion point at the first location where you 
want the variable information (such as the recipient 
name and address location). 

16. From the task pane, select the desired option: 

• Address Block: Displays the Insert Address Block dia- 
log box from which you can select an address layout. 

• Greeting Line: Displays the Greeting Line dialog box, 
which inserts a greeting of your choice along with the 
recipient's first name (if you have such a field in your 
database) followed by a comma or colon. 

• Electronic Postage: Prints Electronic postage on your 
envelopes if you subscribe to an Electronic postage 
service such as Stamps.com. 

• Postal Bar Code: Prompts you for the zip code field 
from your Excel list and then inserts a bar code 
matching the zip code field. 

• More Items: Displays the Insert Merge Field dialog 
box (see Figure 19-12), which displays each field 
listed in your Excel list. Click the field you want to 
insert into Word and click the Insert button. 

/ 7. Click Next: Preview your letters. The document you 
created appears with the first data record from your 
Excel list. 

18. Click Next: Complete the merge. You can now print 
your form letters. 



To edit a specific letter, click Edit individual letters. To make a 
change to the master document, click the Previous button until you 
get to Step 4 and then make any desired changes. Click Next again, 
until the merge is completed. 
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Figure 19-1 1: Create the base letter. 
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Figure 19-12: Select the fields you want included in the mail merge. 
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r~ Make Mailing 

D r o pM®&m> 



Labels 
xcel 



1. 



2. 



3. 



4. 
5. 



6. 

7. 
8. 



9. 



10. 



11. 



12. 
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Create and save an Excel worksheet with the data you 
want to merge in an Excel list. The Excel worksheet does 
not need to be open. 

In Word, with a blank document on the screen, choose 
MailingsOStart Mail MergeOLabels. The Label Options 
dialog box seen in Figure 19-13 appears. 

Choose the label manufacturer and size you are using 
and then click OK. You see a blank document on the 
screen. Without the gridlines showing, however, it's diffi- 
cult to see the individual labels. 

Choose Table Tools LayoutOTableOView Gridlines. 

Choose MailingsOStart Mail MergeOSelect 
RecipientsOUse Existing List. The Select Data Source dia- 
log box opens. 

Locate and double-click the Excel file containing your 
list. The Select Table dialog box opens. 

Select the range name, sheet name, or area containing data. 

On the first label, choose MailingsOWrite & Insert 
FieldsOAddress Block. The Insert Address Block dialog 
box appears. 

Choose the address block format you want to use. 
Click OK. 

Choose MailingsOWrite & Insert FieldsOUpdate Labels. 
The fields you inserted appear on each label. 

Choose Mailings^ Preview ResultsO Preview Results. You 
see the labels as they will print. See Figure 19-14. 

Choose MailingsOFinishOFinish & Merge. You can then 
choose to edit the individual labels or print them. 




Optionally, choose Insert Merge Field and select the individual field 
you want to use. 
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Figure 19-13: The Label Options dialog box. 




A -J - V 



I-.. 



KUnfo I hM few UdK Dwmr- L*y«J 

4Mb' 



- 1 <il 



C II 111 



H Jil ^ »*rtnf IplM M*jf 

1*17* i.-t F«M- 







] 


# n 






JJt Ctaf* lei liron 

»ni in 


Mi- 71 - 



AL TRllfrfcR ALLOC! AtEL 
1721 E. 5 2ttD STREET 



AHH.tOMMiR..IALlHtlMDfc 
29295. BLUrr ROAD 
CHICAGO, tl 60603 



ANTHEM 

tH0\ E-84TH STREET 

I HtMANftPOlf Sj IN "5fj JIM 
BAKOCOHl 1H«JCTlOM r INC, 

llJEBHOOMSIfttAVL 
CAHMEL, IN -46032 

BRUCE CULG WOOOMALTER, I 
Sfll&N. GLEN DflfYE 



ABT(LANIIOMEL,INC 

CHICAGO, H (rfJUnj 

BECRLCOMlTfUJCTlO^CO. 
9lCHMLVSrtj.NL MAKING 
NOBUESVILLE, IN 46060 



BULLEY & ANDREWL 
1 1?6 BROOMS! B E AVE. 



AMERl-CC* E KTERGRILELLLC 
2196 REEVES ROAD 
CHICAGO. HWHH 

AUtTrN ENGINEERING, IMC. 

14 m (iflXKXh IWlMWAY. h li ] S'jD 
CHICAGO, II W*lO 

tULl-BE-l f lUUIIdKEGAHATOAY 

&16E. MARMETSTflEET 
INDIANAPOUSJN462M 

BURHHAM 

15 I S. POST flOAD 
FISHEJB, IH4«3a 



hg* (all WcnJu J» 



IJBV i -j 



Figure 19-14: Preview the merged Excel list as Word labels. 



Drdfjffe0#&0 Excel and 
PowerPoint 



m mne of the most common ways to make others aware of your work is 
\r by giving a presentation. The Microsoft Office product PowerPoint is 
one of the most effective presentation products available in today's market. 
And since PowerPoint is part of the Microsoft Office suite, it's very easy to 
integrate information from other Office applications (in this example, Excel) 
into a PowerPoint presentation. 

My mother always told me to do things right the first time. If you already 
spent the time and energy to create information in Excel, why should you 
have to re-create it in your PowerPoint presentation? 

That's what this chapter is about. You learn how to take the powerful 
worksheet data or creative chart that you created in Excel and copy it 
to a PowerPoint slide. You can simply copy it once from Excel to 
PowerPoint, or you can create a link so that if the data in Excel changes, 
your PowerPoint presentation automatically reflects the changes. That's 
doing it right the first time . . . 




Get ready to . . . 

Copy Excel Cells into 

a PowerPoint Slide 

Drag an Excel Table into 

a PowerPoint Slide 

Insert a Saved Excel Worksheet or 
Chart onto a PowerPoint Slide 

Link an Excel Worksheet 

to a PowerPoint Slide 



Chapter 20: Blending Excel and PowerPoint 




Excel Celts into 
G&lMe 



i. 



2. 



3. 



4. 
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From the Excel worksheet, highlight the cells you want 
to copy into a PowerPoint slide and choose 
HomeOClipboardOCopy or press Ctrl+C. A marquee 
appears around the highlighted cells. (See Figure 20-1.) 

Open or create a PowerPoint presentation. Make sure you 
display the slide on which you want to paste the cells. 

Choose HomeO Clipboards Paste, or press Ctrl+V. Excel 
pastes the cells into a PowerPoint table. 

Modify the PowerPoint table using any of the following 
methods: 

• Replace any cell value: Highlight any existing text in a 
cell and type the replacement text. 

• Delete a row: Click in the row you want to delete, 
right-click, and choose Delete Rows. Optionally, drag 
across the row to highlight it first, and then right- 
click and select Delete Rows. 

• Delete a column: Highlight the column you want to 
delete, right-click, and choose Delete Columns. 

• Change a column width: Position the mouse at the 
invisible boundary line (as shown in Figure 20-2) to 
the right of any column and drag to the left or right. 

• Resize the table: Position the mouse pointer over a 
table handle and drag to the desired size. 

• Move the table: Position the mouse pointer over an 
edge, but not a handle, of the table boundary box 
and drag to the desired location. 
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Figure 20-1: Use your favorite Copy and Paste commands to duplicate cells. 
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Figure 20-2: Make sure the cursor looks like this in order to resize the column widths. 



bvaqMtt Excel Table into 

h Open both the PowerPoint presentation you want to use 
and the Excel workbook. Make sure to display the 
PowerPoint slide you want. 

2. Resize and arrange the PowerPoint and Excel windows 
so that both are visible at the same time. Use either of 
the following methods: 

• Right-click a blank area of the Windows Task Bar and 
choose Tile Windows Vertically or Tile Windows 
Horizontally. 

• Click the Restore button in each window so they are 
no longer maximized and then drag the window bor- 
ders to resize them. Drag the title bars to move them 
until both windows are the desired size and in the 
correct location. 

3- Select the Excel data you want to copy. 

4. Position the mouse around the outside border of the 
selected Excel data and drag the data from the Excel 
window until it is on the PowerPoint slide. As you drag 
the mouse, the pointer changes to a small box like the 
one you see in Figure 20-3 . 

5- Release the mouse button. The Excel data appears on 
the PowerPoint slide. 

6. Maximize the PowerPoint window to restore it to full 
screen. You can then format, resize, or edit the data as 
desired. See Figure 20-4. 

To delete the table from the slide, click once to select the table 
object (the table object boundary has blue boundary edges) and 
then press the Delete key. 
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Figure 20-3: Use the drag-and-drop method to copy data from Excel to PowerPoint 
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Figure 20-4: The Excel data in both Excel and PowerPoint. 
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t a Saved Excel Worksheet or 
PowerPoint Slide 

h In a PowerPoint presentation, display the slide where 
you want the worksheet or chart to appear. 

2. Choose InsertOTextO Object. The Insert Object dialog 
box opens. 

3. Click the Create From File option. See Figure 20-5. 

4. Click the Browse button. The Browse dialog box opens. 

5- Locate and double-click the Excel file you want to 
include in your PowerPoint presentation. The Object 
dialog box reappears and the path and filename you 
selected appears in the File Name text box. 

6. Click OK. As you see in Figure 20-6, the Excel workbook 
or chart appears on the current PowerPoint slide. 

7- Modify the PowerPoint table or chart using any of the 
steps from the section, "Copy Excel Cells into a 
PowerPoint Slide, " or by using any of the following: 

• Click once on the PowerPoint object. Eight selection 
handles appear around the table. Drag one of the 
handles to resize the object. 

• Double-click the table or chart to edit the actual val- 
ues. The Excel Ribbon appears along with row num- 
bers. The worksheet includes any formulas you 
created in Excel. 

8. Click the slide background to return to PowerPoint and 
deselect the object. 




Before proceeding, if you want to copy a chart onto the slide, make sure 
to save the Excel workbook with the chart sheet as the top sheet. If your 
workbook contains multiple worksheets, only the top sheet appears in 
the PowerPoint slide. 
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Figure 20-5: Inserting data from a previously saved 
Excel workbook. 
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Figure 20-6: An Excel chart inserted into a PowerPoint slide. 
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Link an Excel Worksheet to a PowerPoint Slide 



Linkutn Excel Worksheet to 

DrQpBftkft* 



/. Open the desired Excel file. When creating a link, the 
originating Excel file must be a previously saved file. 

2. Select the portion of the file you want to duplicate in 
PowerPoint. 

3. Choose HomeOClipboardOCopy, or press Ctrl+C. 

4. Display the PowerPoint slide on which you want to cre- 
ate the link and then choose HomeOClipboardOPaste 

( arrow) O Paste Special, which displays the Paste Special 
dialog box shown in Figure 20-7. 

5. Choose the Paste Link option. With this option selected, 
any changes you make to the original workbook reflect 
in the PowerPoint slide each time you open the 
PowerPoint presentation. 

6. Click OK. The pasted and linked object appears on the 
PowerPoint Slide. 

7- The PowerPoint table is linked to the original Excel 

worksheet. You can cause any changes made in the Excel 
workbook to be reflected in the PowerPoint presenta- 
tion by using any of the following methods: 

• With the PowerPoint presentation already opened, 
right-click the PowerPoint table and choose Update 
Links. (See Figure 20-8.) 

• Double-click the PowerPoint table to launch the 
Excel program and open the linked workbook. Make 
any changes in Excel, and the PowerPoint table auto- 
matically updates. 

• When you reopen the PowerPoint presentation, a dia- 
log box displays, prompting you to update 
PowerPoint from the original Excel file. Click Yes to 
update PowerPoint. 




If you check Display As Icon, instead of displaying the linked object as 
a table or chart, PowerPoint inserts an Excel icon onto the slide. Double- 
clicking the icon opens the workbook in Excel; however, the Excel pro- 
gram must be installed on the PC trying to open the workbook. 
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Figure 20-7: The PowerPoint Paste Special 
dialog box. 
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Figure 20-8: 

slide object. 
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Chapter 20: Blending Excel and PowerPoint 



DropBooks 



llll 190 



With Access 

\m ou can share data between Access and Excel in many ways. You can 

copy data from an open worksheet and paste it into an Access 
datasheet, import a worksheet into an Access database, or simply load an 
Access datasheet into Excel using the Analyze It with Excel command. 

This chapter shows you how you exchange data between Access and Excel 
through one of several processes: 

Importing, which creates a copy of an Excel spreadsheet in Access 
format. 

Linking, which connects an Access table to an Excel worksheet so that 
you can view and edit the data in both the original program and in 
the Access file. Linking is useful when Excel data must be shared 
between Excel and Access users. 

Exporting, which allows you analyze your Access data in Excel format. 

Entire books are written about using Access, so this chapter assumes you 
already know about general database terms, such as records, fields, tables, 
queries, and primary keys. I also assume you know the basics of creating and 
using an Access database. 




Get ready to . . . 

Import Data from Excel 
to an Access Table 

Link an Excel Worksheet 
to an Access Database 

Update an Access-to- Excel 
Linked Table 

Export Access Data to Excel 
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Impart Data from Excel 
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/. Prepare your Excel worksheet data before importing into 
Access: 

• If you don't want to import the entire worksheet, cre- 
ate a named range in the Excel workbook that contains 
the cells you want to import. (See Chapter 2.) 

• Make sure the cells are in tabular format. If the work- 
sheet contains merged cells, the contents of the cell 
are placed in the field that corresponds to the left- 
most column, and the other fields are left blank. 

• If the Excel spreadsheet has a cell containing more 
255 characters, Access truncates the data to 255 
characters. 

2. If you don't already have an Access database created, 
from the Access Getting Started screen, click Blank 
Database. If you already have an Access database, open 
the database and skip Step 3. 



3. 
4. 
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Enter a name and click Create. (See Figure 21-1.) 

Choose External DataOImportOExcel. The Get External 
Data — Excel Spreadsheet dialog box appears. 

Click the Browse button to locate and select the Excel 
file from which you want to import data. The file name 
appears in the File Name text box. (See Figure 21-2.) 

Specify if you want the data in an existing table or a 
new table. If you want it in an existing table, you select 
the table name. 



t.™fi**h:. 



rrmi t'm mnjtl Otter Oikir 



Getting Started with Microsoft Office Access 
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Figure 21 -1 : Create a new database for importing Excel data. 
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Figure 21-2: Select the Excel file you want to import. 



If you select an existing table, Access appends the data to the table. Make 
the sure the number of columns in the worksheet or named range matches 
the number of fields in the table. The name, date type, and position of each 
column must also match those of the corresponding field in the Access table. 




Import Data from Excel to an Access Table 



7. Click OK. The Import Spreadsheet Wizard appears. 






you want to import or a specific 
gure 21-3.) If the workbook has no 
named ranges and only one worksheet, you do not see 
this screen. 

9. Click Next. 

10. Specify if the first row of your worksheet contains col- 
umn headings. Access creates field names from the col- 
umn headings. 

/ /. Click Next. 

12. Assign field names to each column by clicking the 
desired column and typing a name in the Field Name 
text box. (See Figure 21-4.) 



If a column name violates the field naming rules in Access, Access 
assigns a valid name to the field. 



13. Assign field types to each column. 

H. Choose Yes or No if you want the field indexed. 



Optionally, click on a column you don't want to include and click the 
Do Not Import Field (Skip) option. You can skip columns during the 
import, but you can't skip rows. 



15. Click Next. 

16. Select an option regarding the primary index key. You 
can let Access create one for you, select your own pri- 
mary key, or choose not have a primary key. 

/ 7. Click Next. 

18. If you are creating a new table, enter a name. 

19. Click Finish. Access imports the data and prompts you 
to save the import settings for future imports. 





You can import only one worksheet or named range at a time during 
an import operation. 



If any errors incur during the import, Access creates an error log table 
in the database and displays the name of the table in a message. It's a 
good idea to open the error log table and review the errors. 
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Figure 21-3: Choose the area you want to import. 
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Figure 21-4: Assign field names for the Access table. 
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Chapter 2 1: Using Excel u/ith Access 



20. Click the Close button. A new table appears in Access, 

ire 21-5. 
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imporfmultiple worksheets or named ranges, repeat the 
import process for each worksheet or range. 



Double-click the Access table and review the imported 
data. (See Figure 21-6.) Keep in mind the following facts 
about imported data: 

• Imported data: Importing a worksheet into Access 
creates a duplicate copy of the data and does not 
make any changes to the source Excel file. 

• Graphical elements: Access does not import graphi- 
cal elements, such as logos, charts, and pictures. 

• Data type: Access determines the data type based 
on the first 25 rows of data. If any values beyond 
the 25th row are not compatible with the chosen 
data type, Access ignores those values and does not 
import them. 

• Calculated values: Access imports only the results of 
a calculated cell, not the formula itself. For example, 
if cell D13 contains the formula B13 *C13, which 
results in a value of 100, only the value of 100 goes 
into Access, not the Bl3*C13.To update the formu- 
las, you can link the Excel worksheet to Access. See 
the next section. 

• Hyperlinks: Access imports cells containing hyper- 
links as text fields. 
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Figure 21 -5: A new Access table created from Excel data. 
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Figure 21-6: Review the data for import inaccuracies. 



Link an Excel Worksheet to an Access database 



Linkuut Excel Worksheet 
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h Begin by referring to Steps 1 through 5 of the previous 
section. 

2. Choose Link to the Data Source by Creating a Linked 
Table. 

3. Click OK. The Link Spreadsheet Wizard opens. 

4. Select which worksheet you want to import or a specific 
named range. If the workbook has no named ranges 
and only one worksheet, you do not see this screen. 

5. Click Next. 



You can link only one worksheet or named range at a time. To link 
multiple worksheets or named ranges, repeat the link operation. 



6. As you see in Figure 21-7, specify if the first row of your 
worksheet contains column headings. If so, Access cre- 
ates field names from the first row. If not, Access 
assumes the first row is a record. 

7. Click Next. 

8. Enter a name for the table. 

9. Click Finish. A completion message box like the one 
you see in Figure 21-8 appears. 
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Figure 21-7: Indicate whether the first row contains column 
headings. 
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Figure 21-8: Creating a linked Excel table in Access. 



10. Click OK. 
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Double-click the Access table which, as you see in Figure 

an^pJrs^a&^n Excel icon with an arrow next to it, 
njcfcc Jtma w\ Ate table is an Excel link. Keep the follow- 
ing m mmd when reviewing the data in Access: 

• When you create a link, Access creates a new table but 
the data is actually stored in the source worksheet, not 
in the database table. Any changes you make to the data 
in the Access table updates the source Excel file. Any 
change you make in the Excel file, Access automatically 
reflects in the linked Access table. 

• Graphics, such as logos, charts, or pictures stored in the 
Excel worksheet, are not visible in Access. 

• You cannot change the field data type or size. 

• The source cells that contain formulas display only as 
results in Access, and you cannot modify the values in 
Access. 

• Access stores Excel cells longer than 255 characters in a 
memo field that displays only the first 255 characters. 



Update an Access-to-Excel* Linked Tabte 

h Open the Access database you want to update. 

2. Choose Database ToolsODatabase ToolsOLinked Table 
Manager. The Linked Table Manager dialog box, shown in 
Figure 21-10, appears. 

3. Click the check box next to the table you want to manu- 
ally update and click OK. 

4. A confirmation message appears indicating the linked 
tables were successfully updated. Click OK. 




If you delete the table from Access, you are only deleting the link, not 
the actual Excel worksheet. 
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Figure 21-9: An Excel-linked icon in an Access database. 




Figure 21-10: Manually updating an Access to Excel link. 



5. Click Close to close the Linked Table Manager. 
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Export Access Data to Excel 



Export Access Data to Excel 
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tbase and select the database object 
that you want to export. The following table illustrates 
what Access exports, depending on the object and the 
view you have open when performing the export: 

You can only export an Access table, query, form, or a report. You 
cannot export data access pages, macros, or modules. 







Access-to-Excel Export Options 




Object 


View 


What Exports 


Tables, Queries, 
or Forms 


Database window 


Everything, unless you preselect an area 
before exporting. 


Form 


Form view 


All fields and records, even if the fields 
aren't included in the view. 


Report 


Database window, 
Print Preview, or 
Layout Preview 


All data Group Header and Detail text 
boxes, and any text box in a Group 
Footer that has a Sum function. Access 
uses Excel's outline feature. 



2. Choose External DataOExportOExcel. The Export — 
Excel Spreadsheet dialog box shown in Figure 21-11 
appears. 

3- In the File Name box, enter a name for the file. By 
default, Access suggests the Access object name. 

4. Click the File Format drop-down list and make a differ- 
ent selection if you do not want to use the Excel 2007 
format. 
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Figure 21 -1 1 : The Export to dialog box. 
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Figure 21-12: Data exported to Excel from Access. 
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Drop 




5- Optionally, check Open The Destination File After The 
Q^dra^iojj Is Complete. 

isk*3^i€c\l#^xports the data and prompts you to 
save the export settings for future imports. 

7- Click the Close button. 

8. If you did not prompt Access to automatically open the 
Excel worksheet, open it yourself and review the 
exported data. (See Figure 21-12.) Note that the follow- 
ing actions occur during the export: 

• Graphic items such as images do not export. 

• Only calculation results export, not the calculation 
itself. 

• Check boxes on forms do not export. 

• Subreports export, but subforms do not. 

• Date values earlier than Jan 1, 1900, do not export 
and are replaced with a Null value. 
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Organization 
Chart 

\m our office is changing rapidly. The staff appears to grow by leaps and 

bounds, and you see quite a few new faces around. When that happens, 
it's often difficult to remember who's who and their job titles. 

Youve been assigned the task of creating an organization chart to illustrate 
the reporting relationships in your company. Creating quality organization 
charts can be challenging, especially if you're not a professional designer. 
You'll be happy to learn that Excel 2007 includes more than 120 different 
SmartArt graphics, each with its own purpose, including some for creating 
hierarchy graphics such as an organization chart. In general, SmartArt graph- 
ics provide visual information you can use to quickly and easily communi- 
cate a message. 

SmartArt graphics are most effective when the number of shapes and the 
amount of text are limited. Larger amounts of text can distract from the 
visual appeal of your SmartArt graphic and make it harder to convey your 
message visually. 

This chapter takes you through the steps of creating a designer-quality 
organization chart using the Excel SmartArt graphic function. Go ahead . . . 
ask for a raise. 
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Create a Basic Organization Chart 



Create a liasic 

DropHQQT&s 



ustrationsOSmartArt. The Choose A 
SmartArt Graphic dialog box, shown in Figure 22-1, 
appears. 

2. In the category list on the left, click Hierarchy. 

3- Click the first option, Organization Chart, and then click 
OK. On the current worksheet, Excel creates a basic 
organization chart with five graphic placeholders (one 
manager, one assistant, and three subordinates). 

To delete the organization chart, click the blue border surrounding 
the graphic and press the Delete key. 




Use the Text Pane 



Choose SmartArt Tools DesignOCreate GraphicOText 
Pane. Excel displays a Text pane to the left of your organ- 
ization chart. 



2. 



3. 



4 



5. 



Type your organization's top management name and/or 
position. 

Press the down arrow key. The insertion point moves to 
the Assistant position. (See Figure 22-2.) 

Type the assistants name and then press the down arrow 
key. If you don't need an assistant level, leave the line 
blank. You'll see shortly how to delete unwanted positions. 

Type any subordinate names. If you need more lines 
when you get to the bottom of the list, press the Enter 
key. New shapes are automatically added to the graphic. 



202 




As you add content in the Text pane, the SmartArt graphic automati- 
cally updates. 



To indent the new shape, press Tab from within the Text pane. To 
delete an indent, press Shift+Tab. 
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Figure 22-1: Select a SmartArt Graphic to create an 
organization chart. 
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Figure 22-2: Entering text in the Text pane. 



Edit Text Using Placeholders 



Manme the. Text Pane 
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re using any of the following actions: 

Close: Close the Text pane by clicking the Close but- 
ton or by choosing SmartArt Tools DesignOCreate 
GraphicOText Pane. 

• Move: Move the Text pane by dragging the top of the 
pane. See Figure 22-3. 

Text pane moves and resizes are temporary, and only remain until 
you close the text pane or close Office. When you redisplay the text 
pane, it appears in its default size and positioned at the side of the 
SmartArt graphic. 

Resize: Resize the Text pane by pointing to any edge 
of the Text pane and then, when the pointer changes 
to a double-headed arrow, drag the border to resize. 

Format text either by selecting the text in the shape or by selecting 
it in the Text pane and choosing options from the Home tab. 





Edit Text Using Placeholders 



Click inside a graphic box. If there is no text in the box, 
the placeholder words [Text] disappear and you see a 
blinking cursor. 

Placeholder text is not printed. 




2. 

3. 
4. 



Type the text you want. The text size decreases as you 
type more text. (See Figure 22-4.) 

Click anywhere outside of the graphic box. 

Repeat for each graphic box you use. 
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Figure 22-3: Move the Text pane out of your way. 



erf rhjrt - M£ra>0>1 f n«l 
PipLijMt | Fm n id 1 1 Dm few 



3 D i 



TMiii h i — i Hu m O i^il Jtajn Pnri i<*i* t IM * ' ■, — 



h> -^MteiKi- £5 fro* 

p,m 5 u *;Bfr ' *M 54 fault ■ 




» * > » 5f)Wt| SlWt? IWfl M 



Figure 22-4: Edit text in a specific box. 
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e a Position 

SWe following options: 



• From the Text pane, highlight the unwanted position 
and press the Delete key. (See Figure 22-5.) 

• Click the unwanted shape placeholder box border 
and press the Delete key. 



Add a Position 



i. 



2. 



3. 



206 



Click the shape that is located closest to where you want 
to add the new position. 

Choose SmartArt Tools DesignOCreate Graphic group 
and click the arrow under Add Shape. 

From the list you see in Figure 22-6, choose one of the 
following options: 

• Add Shape After: Inserts a shape at the same level as 
the selected shape but following it. 

• Add Shape Before: Inserts a shape at the same level 
as the selected shape but before it. 

• Add Shape Above: Inserts a shape one level above 
the selected shape. 

• Add Shape Below: Inserts a shape one level below 
the selected shape. The new shape is added after the 
other shapes at the same level. 

• Add Assistant: Adds an assistant shape above the 
other shapes at the same level in the SmartArt graphic. 
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Figure 22-5: Deleting an unwanted shape from the organization chart. 
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Figure 22-6: Choose a position for the new shape. 



Modify Hanging Stifle 




Layouts 

'^^mmJ^^Sols DesignO Layouts. 



2. Click More to display a gallery of organization chart layouts. 

3. Pause your mouse over any selection to see how your 
chart looks in a particular layout. (See Figure 22-7.) 

4. Click the layout you want to use. 



Modify Hanqinq Style 



h Select the top shape in your organization chart. Changing 
the hanging layout affects the layout of all shapes below 
the selected shape. 

2. Choose Under SmartArt Tools DesignOCreate 
GraphicO Layout. A list of options appears. 

3- Choose one of the following options: 

• Standard: Centers all the shapes below the selected 
shape. This is the default option. 

• Both: Centers the selected shape above the shapes 
below it and arranges the shapes below it horizontally 
with two shapes in each row. Figure 22-8 shows our 
organization chart with this option. 

• Left Hanging: Arranges the selected shape to the right 
of the shapes below it and left-aligns the shapes below 
it vertically. 

• Right Hanging: Arranges the selected shape to the left 
of the shapes below it and right-aligns the shapes 
below it vertically. 



Click SmartArt Tools DesignOResetoReset Graphic to quickly change 
the chart to the default-style settings. 
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Figure 22-7: Pick a design to complement your organization chart. 
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Figure 22-8: Changing the way the organization chart hangs down. 
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Chapter 22: Designing an Organization Chart 



Change the Color Scheme and Style 



r~ tnaage we toi 

DropHaokSr 



ools DesignOSmartArt StylesO 
Change Colors. A gallery of color options appears. 

2. Select the color combination you want to use. 

3. Choose SmartArt Tools DesignOSmartArtStyles. 

4. Click More to display a gallery of styles. 

5- Pause your mouse over any selection to see a description 
of the selection and review how your chart looks in a 
particular style. Some choices are more subtle than oth- 
ers. Several are three-dimensional, and some even 
include special features such as soft or glowing edges. 
(See Figure 22-9.) 

6. Select the choice best suited for your organization chart. 



Change a Shapes Style 



2. 



3. 



4. 



Select a shape box you want to change. Usually this is 
the top-level box or an assistant box. 

Choose SmartArt Tools FormatOShapesOChange Shape. 
A gallery of shapes appears. 

Select the shape you want to use. The selected shape box 
changes to the new style as you see in Figure 22-10. 

Optionally with the shape box still selected, choose 
SmartArt Tools FormatOShapesOLarger. The selected 
shape grows in size. 
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Figure 22-9: Pick a color scheme and style. 
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Figure 22-1 0: Emphasize a position by changing the shape box. 



Change Chart direction 



Drop 



Modify Other Shape Attributes 

e\*«es you want to change. 




If you want to change the frame surrounding the organization chart 
instead of the individual shapes, don't select any individual shapes. 



2. 



3. 



Choose SmartArt Tools FormatOShapesOShape Fill. A 
list of choices appears. 

Select a fill option. Figure 22-11 illustrates using a pic- 
ture to fill the shape. 



Using a picture as a fill can make the text hard to read. 




4. 
5. 



6. 



Choose SmartArt Tools FormatOShapesOShape Outline. 

Select an option for the line outlining the shape. 
Choose Weight to select a heavier border line style or 
choose Dashes to select a different border style. 

Choose SmartArt Tools FormatOShapesOShape Effects. 
A list of options appears. 



7- Select a special effect. Most options offer an additional 
fly-out with secondary options. 



Chanqe Chart Direction 



Choose SmartArt Tools DesignOCreate GraphicORight 
to Left. Excel reverses the flow of your organization 
chart as you see in Figure 22-12. 

Choose SmartArt Tools DesignOCreate GraphicO 
Left to Right. Excel changes the flow to the default. 
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Figure 22-1 1: Use a picture to further define the organization chart shape. 
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Figure 22-1 2: Changing the position flow from right to left. 
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Chapter 22: besiqninq an Organization Chart 



DropBooks 
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DrcfiBGlW « Commission 
Calculator 



Suppose you're a business owner, and you pay your salespeople a sliding 
commission rate based on their total sales for a specified period, such as 
a month. First, you need a sheet of paper to list each salesperson's sales. 
Then, at the end of the period, you have to subtotal each person's sales. 
Finally, you have to figure out which commission percentage to give each 
person based on that subtotal. 

A Commission Calculator worksheet, designed using basic Excel features, 
along with several Excel functions (SUMIF, COUNTIF, and nested IF state- 
ments) can do everything for you except enter the individual sales. Excel 
saves you precious time and reduces the chance for human error. To set up a 
worksheet, you perform the following tasks: 

Enter basic headings. 

"^ Create a sliding commission rate table. 

Define the data input area where you track the individual sales. 

Design the calculation area where Excel calculates the totals and 
commission. 

Enhance the worksheet appearance so it's easier to read. 
Protect and save the worksheet as a template. 




Get ready to . . . 

Enter Headings 210 

Create the Commission Table 210 

Define the Sales Data Input Area 21 1 

-■►Total Sales with the SUMIF Function 21 1 

"■►Use the COUNTIF Function 

to Count Sales 212 

Calculate Commission with 

a Nested If Statement 212 

"* Create Totals 213 

"^Make It Look Nicer 214 

— ► Protect Your Work 214 



Chapter 23: Creating a Commission Calculator 



_ Enter Hea 

DropBQQ 




mmission Calculator. 

2. In cell A2, type For the month of:. 

3. In cells A3, B3, C3, and D3, type the following column 
headings: Sales Person, # of Sales, Total Sales Amount, 
and Commission Amount. 

4. Move down the correct number of rows to accommo- 
date all your salespeople's names (plus add a couple of 
extra rows), and in column A of the row, type Totals. 

5. Beginning with cell A4 and moving down the column, 
type the names of your salespeople. 

6. Move down three more rows and type the following col- 
umn headings: Sale Date, Transaction Number, Sales 
Person, Sale Amount. Your worksheet should look like 
the one shown in Figure 23-1. 

Create the Commission Table 

1. In an unused area of the worksheet, enter your commis- 
sion breakdown. 



2. 

3. 
I*. 

5. 



6. 



I III 



In the cells next to the breakdown, enter the commis- 
sion percentage. 

Add any desired headings to further identify the table. 

Format the sales dollar values as currency and the com- 
missions as percentages (see Figure 23-2). 

Select the commission table and choose Formulas^ 
Defined NamesODefine NameODefine Name. The 
New Name dialog box appears. 

Type CommissionTable or another name for the table. 
Click OK. 
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Figure 23-1: Enter headings for a commission worksheet. 
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Figure 23-2: Create a commission table. 



Total Sates With the SUMlF Function 



Dejife the Sates Data Input Area 

f"0 0 d O0.KS worksheet where you will enter the 

individual sales, select the cells in the Salesperson col- 
umn. In Figure 23-3, I selected cells CI 5 through C114, 
which gives room for 100 sales entries. 

2. Choose FormulasODefined NamesODefme NameO 
Define Name. The New Name dialog box appears. 

3- Type SalesRep for the range name; then click OK. 

4. In the same worksheet section, select the cells you will 
use in the Sales Amount column. Be sure to include the 
same number of cells you included in Step 1 . 

5- Choose FormulasODefined NamesODefme 

NameODefine Name. The New Name dialog box 
appears. 

6. Type SalesAmt for the range name; then click OK. 

To verify the formulas you create in the next several sections, enter 
some sample data in the sales data input area. 

Total Sates urith the SUMlF Function 

h In cell C4, enter the following formula and then press 
the Enter key: =SUMIF(SalesRep / A4 / SalesAmt). If you 
entered sample data in the sales data input area, you see 
the total sales for the salesperson. 

2. Copy the formula in C4 to the end of your salesperson 
list (see Figure 23-4). Chapter 3 shows how to copy 
formulas. 




A " 



ill 



w - — * 



Eni*rt 





f> lie* Ftttrtvti 4ti 


3 


3 * 

Cwirfm - 


PCum 












■■■ 



J L 



in 



1 C«mmif ton emulator 
3^ j For the month erf: 

3 Per* a (J$al« Total 5*l«tComml«]fln Ampvm 

A William* 

5 jFftfj 

7 Efcimn 
H O'Car.UDi 

9_ Gorti 

12 
li 

14 SiteGtie lrttma.it: S*'« Peri Sale Amount 
1!> 
16 
IT 
IS 
19 
10 
21 



3 



a) I 



Ct-TT,i>'.;-j Table 
Total *ale 
$ «9l» 3* 
5 1.000.00 5N 
S SjOOMQ 7% 
5 10X00-00 1 0* 



»«> m. SfWKI gi—fc giWi M. 



Figure 23-3: Define the salesperson data input area. 
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Figure 23-4: Copy the formula down the rows. 
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UsfLihe CQUNTlF Function 

p Books 

/. In cell B4, enter the formula =COUNTIF(SalesRep,A4) 
and then press the Enter key. If you entered sample data 
in the sales data input area, you see the total number of 
sales for the salesperson. 

2. Select cell B4 and choose HomeOClipboardOCopy. A 
marquee appears around cell B4. 

3. Highlight cells B5 through the end of your salesperson 
list. 

4. Choose HomeOClipboardOPaste. Excel duplicates the 
formulas to include all the salespeople. (See Figure 23-5.) 

Calculate Commission With 
a Nested IF Statement 

h In cell D4, enter the beginning function and the first 
parameter to check the total sales for the salesperson 
against the commission table. Type =IF(C4<$K$5 and a 
comma. 

2. Enter the first True result. Type C4*$L$4 and a comma. 

3- Enter the first False result that begins another IF state- 
ment. Type IF(C4<$K$6 and a comma (see Figure 23-6). 




Be sure to place the dollar signs in front of the cell references to 
make them an absolute reference to a specific cell. 
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Figure 23-5: Copy the formula throughout the rows. 
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Figure 23-6: Beginning a nested IF statement. 




4. Enter the next True result. Type C4*$L$5 and a comma. 

Q^result that again begins another IF 
F sb*#rrWrft\^e\l3^4<$K$7 and a comma. 

■ 

6. Enter the third True result, if applicable. Type C4*$L$6 
and a comma. 

7- Enter the third False result, which in my example is the 
last level to check. Type C4*$L$7. 

8. Type three closing parentheses, enough to match 
the number of opening parentheses and press Enter. 
Figure 23-7 illustrates the final formula and its results. 

9. Copy the formula to the other rows. 



The Excel IF function evaluates a condition you specify and returns 
one value if the statement is TRUE and another value if it evalu- 
ates to FALSE. In this example, if the sales are less than the first 
commission level, making the first condition TRUE, it calculates 
the sales multiplied by the first-level commission percentage. If the 
statement is not TRUE, then Excel checks if the sales are less than 
a second commission level, and if so, it multiplies the sales times that 
commission level percentage. The nesting continues until Excel 
checks all commission levels, resulting in a commission amount. 




Create Totals 

h In cell Bll, or the cell below your last sales rep, create a 
SUM function to total the cells above it. In Figure 23-8, 
the formula =SUM (B4 : BIO ) totals the sales orders. 

2. Select the formula in cell Bll. Choose 

HomeO Clipboards Copy, or press Ctrl + C. 

3- Select the cells Cll and Dll and choose HomeO 

ClipboardOPaste, or press Ctrl+V. Excel duplicates the 
formulas, which total the sales and commissions, 
respectively. 



Create Totals 
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Figure 23-7: A completed nested IF statement. 
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Figure 23-8: Totaling the sales items. 



Chapter 23: Creating a Commission Calculator 



' It Look Nicer 



Make It Look J 

DropBQQi^ 



mber formatting to cells with cur- 
rency. See Chapter 5 . 

2. Widen columns to allow all cell data to appear. See 
Chapter 5. 

3- Enlarge the font size of the headings. See Chapter 5. 
4. Merge and Center cells A2 and B2. See Chapter 5. 
5- Merge and center cells C2 and D2. 

6. Apply a table style. Choose HomeOFormat as Table and 
pick a style as shown in Figure 23-9. See Chapter 5. 

7. Choose Office ButtonOExcel Options. 

8. From the Advanced section, scroll down to the area 
called Display Options for this worksheet and remove 
the check mark from the Show a Zero in Cells That 
Have a Zero Value option. Click OK. 



Protect \lour Work 



h Select the cells in which you will enter the entry month 
and the sales data. In my sample spreadsheet, cells C2 
and A15 through D114 are the only cells in which I 
want to enter variable data. 

2. Choose HomeOCellsOFormatOLock Cells which 
unlocks the selected cells. See Figure 23-10. 

3- Choose HomeOCellsOFormatO Protect Sheet. 

4. Click OK. 
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Figure 23-9: Alternate row shading makes a spreadsheet easier to read. 
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Figure 23-1 0: Unlock only the cells in which you want users to enter data. 



Drdb&Gkte0 Medical 
expenses ■ 



M M/rth today's high cost of medical care, very few of us can be 
WW without medical insurance. In fact, many of us have two insur- 
ance companies — perhaps Medicare and a supplemental insurance, or 
insurance through your employer and your spouse's employer. 

Tracking medical costs is very important, especially when filing your annual 
tax return. In this project, you create an Excel spreadsheet that efficiently 
tracks your expenses, generating totals and even sorting out prescriptions 
from the rest of the medical-expense totals. See at a glance the total of your 
medical expenses, how much is paid by your insurance companies, and — 
most important — how much you have to pay out-of-pocket. 

To accomplish this task, you use a number of Excel features, including data 
validation, duplication of worksheets, creating totals from other worksheets, 
and a few Excel mathematical functions. 

I hope your health is good, and you won't need to use this worksheet a lot! 
But if you must . . . you'll be glad it's here. 
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Chapter 2b: Tracking Medical Expenses 



Enter Text Mendings 



-~ tutor lext.nea 

DropBQQks 

^r»r»r v a — 1 o: 1 1 



heading for the worksheet, such as 
2005 Medical Bill Tracker. 

In cells B4 and B5, type Total Billed and Total Paid by 
Insurance, respectively In cells D4 and D5, type Total 
Paid Out-of-Pocket and Total Due, respectively 

In cell D7, type Totals. In cells A8 through K8, type the 
following: Bill Date, Provider, Rx?, Description of 
Services, Total Amount Billed, Insurance #1 Paid, 
Insurance #2 Paid, Write Off, Paid Out-of-Pocket, 
Check Number, and Amount Due. Your worksheet 
should look similar to the one shown in Figure 24-1. 



Create Totaling Formulas 



4. 



5. 



In cell E7, enter a formula to calculate the entire Total 
Amount Billed column, which begins at cell E9 and 
runs through at least row 50. Your formula should read 
=SUM(E9:E50). You can make the formula longer or 
shorter depending on how many items you might list in 
a year. 

Select cell E7 again, and then grab the AutoFill handle 
and drag across to cell K7. This duplicates the formula 
from F7 through K7. (See Figure 24-2.) 

Select cell J7 and press the Delete key to delete the 
formula. 

In cell C4, which references the total amount billed as 
shown in cell E7, type =E7. In cell C5, type =F7+G7, 
which adds the insurance payments. 

In cell E4, type =17 to reference the total out-of-pocket 
expenses. In cell E5, type =K7 to reference the total still 
due. 
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Figure 24-1: Enter headings for a medical-expense tracking worksheet. 
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Figure 24-2: Use AutoFill to easily duplicate a formula. 



Specify Data Validation 



tali 

Drop 



Calculate tfw Amount Due 

^Jre?t0f0il^3cell K9 by typing =E9-SUM(F9:I9) 

This formula subtracts the total payments made from 
the total amount billed. 



2. Select cell K9. 

3- Press Ctrl+C or choose HomeOClipboardOCopy. A 
marquee appears around the copied cell. 

4. Click and drag the mouse from cell K10 down through 
the end of the calculation area. Use the same number of 
rows as you did in Step 1 of the section "Create Totaling 
Formulas. " 



5- Press Ctrl+V or choose HomeOClipboardOPaste. Excel 
copies the formula down the worksheet. Figure 24-3 
shows a value of 0 in each pasted cell. 



Specify Data Validation 



h In two adjacent worksheet cells, preferably in an unseen 
worksheet area, type the words Yes and No. 

2. Select cells C9 through C50, or whichever row you use 
as your last worksheet row. 

3. Choose DataOData ToolsOData Validation. 

4. From the Allow drop-down list, choose List. 

5- Click the spreadsheet icon in the Source box. The Data 
Validation dialog box temporarily collapses. 

6. Highlight cells Ql and Q2 (or whichever cells you used 
in Steps 1 and 2) and then press the Enter key. The Data 
Validation dialog box reappears, as shown in Figure 24-4. 

7- Click OK. When you click cell C9 or lower, notice that a 
drop-down arrow appears with the Yes or No choices. 




Notice in Step 1, the compound formula is created with a standard ref- 
erence and an Excel function. 
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Figure 24-3: Copy the Amount Due formula. 
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Figure 24-4: Setting a Yes or No validation answer for the Rx column. 
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Chapter 2b: Tracking Medical Expenses 



Fommt the Worksheet 



r~ fonuat we wc 

DropB,QpK& 



eet cells you want to format. 

2. Apply any desired formatting such as applying currency 
or number formatting, widening columns, holding 
headings, and applying borders. (See Chapters 5 and 6.) 
Figure 24-5 illustrates a formatting example. 



determine Print Settings 



h Choose Page LayoutOPage SetupOOrientationO 
Landscape. 

2. Choose Page LayoutOScale to FitOWidthOl page. 

3. Choose Page LayoutOScale to FitOHeightOl page. 



Depending on the number of rows in your sheet, you may want 
make the settings more than one page tall. 



4. Choose Page LayoutOPage SetupOMarginsONarrow. 

5. Choose ViewOPage Layout View. 

6. Click into the Header area. 



7. 



8. 



9. 
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Choose Header & Footer Tools DesignOHeader & FooterO 
FooterOPage 1 of ? (See Figure 24-6.) 

Choose ViewONormal. Highlight cells A1:K50 (or how- 
ever many rows you anticipate using). 

Choose Page LayoutOPage SetupOPrint AreaOSet Print 
Area. 
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Figure 24-5: Apply formatting to your worksheet to make it easier to read. 
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Figure 24-6: Create a page footer. 



Duplicate the Worksheet for Other Family Members 



Add ^Protection from 



h Select cells Al and A2. 

2. Choose HomeOCellsOFormatOLock Cells to unlock the 
selected cells. 

3. Select cells A9 through J50 (the data entry area). 

4. Choose HomeOCellsOFormatOLock Cells to unlock the 
selected cells. 

5- Choose HomeOCellsOFormatO Protect Sheet. (See 
Figure 24-7.) 

6. Click OK. The worksheet is now protected against acci- 
dental changes. 

Duplicate the Worksheet (or 
Other Family Members 

h In cell A2, type the patients 7 name. For this example, I 
entered Catherine Smith. 

2. Right-click the Sheet 1 tab. A shortcut menu appears. 

3. Choose Rename. The Sheetl name is highlighted. 

4. Type the patients' name. I renamed the worksheet 
Catherine. 

5- Press the Enter key. Excel renames the worksheet. 

6. Right-click the newly renamed tab and choose Move or 
Copy. 

7. Click the Create a Copy option. (See Figure 24-8.) 

8. Click OK. Excel adds an identical sheet marked as 
Catherine (2) or whatever you named the tab in Step 4. 



9. Right-click the new worksheet tab and rename it 
using the second patient's name. 

10. In the second patient worksheet, click cell A2 and 
enter the second patient's name. 



If you need to unprotect the sheet to make changes, choose 
HomeOCellsOFormatoUnprotect Sheet. 




Protect Sheet 



7 I 



0 Protect worksheet and contents of locked cells 
password to unprotect sheet: 



Allow all users of this worksheet to: 



Select locked cells 



Select unlocked cells 
Format cells 
Format columns 
Format rows 
Insert columns 
Insert rows 
Insert hyperlinks 
Delete columns 
Delete rows 



[ OK | Cancel 



Figure 24-7: Protect your worksheet 
from accidental changes. 
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Cancel 



Figure 24-8: Duplicate the worksheet 
for each family member. 
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Chapter 2b: Tracking Medical Expenses 



Create a Totals Worksheet 



Create a Totals 

DropHaQRs 

.1 UU„„1A TT„ 



2. 



3. 



6. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
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Sheet2 (or any blank worksheet in 
the workbook). Use the new name Totals. 

From one of the patient worksheets, copy cells Al and 
A2 to cells Al and A2 on the Totals worksheet. 

From one of the patient worksheets, copy cells E8 
through 18 to cells E8 through 18 on the Totals work- 
sheet. 



Widen the columns as needed to see the text. 

n cell A2, type the word Totals. 

n cell C8, type the words Patient Name. 

n cell D8, type the word Service. (See Figure 24-9.) 

n cells C9 and CIO, type the first patient's name. 

n cell D9, type Rx. 

n cell D 10, type Other. 

n cell Dll, type Totals. (See Figure 24-10.) 

n cells E9 through 111, type the formulas in the follow- 
ing table, substituting Catherine for the first patient 
worksheet tab name. 



These formulas look at column C on the patient worksheet to deter- 
mine if the expense is a prescription. They then add the values. 
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Figure 24-9: Entering headings on the Totals worksheet. 
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Figure 24-1 0: Preparing the Totals worksheet. 



Create a Totals Worksheet 




in Cells E9 through 111 



E9 


=SUMIF(Catherine!C:C,"Yes",Catherine!E:E) 


E10 


=SUMIF(Catherine!C:C,"No",Catherine!E:E) 


Ell 


=SUM(E9:E10) 




F9 


=SUMIF(Catherine!C:C,"Yes",Catherine!F:F) 


F10 


=SUMIF(Catherine!C:C, 


"No",Catherine!F:F) 


Fll 


=SUM(F9:F10) 




G9 


=SUMIF(Catherine!C:C, 


"Yes",Catherine!G:G) 


G10 


=SUMIF(Catherine!C:C, 


"No",Catherine!G:G) 


Gil 


=SUM(G9:G10) 




H9 


=SUMIF(Catherine!C:C, 


"Yes",Catherine!H:H) 


H10 


=SUMIF(Catherine!C:C, 


"No",Catherine!H:H) 


Hll 


=SUM(H9:H10) 




19 


=SUMIF(Catherine!C:C, 


"Yes",Catherine!l:l) 


110 


=SUMIF(Catherine!C:C, 


"No",Catherine!l:l) 


111 


=SUM(I9:I10) 





13. Repeat Steps 8 through 12 for each patient. Figure 24-11 
illustrates data entered into the Catherine worksheet 
and Figure 24-12 shows how the totals are reflected in 
the Totals worksheet. 

Choose HomeOCellsOFormatOLock Cells to unlock the 
selected cells. Choose HomeOCellsOFormatOProtect 
Sheet. 

15. Click OK. The worksheet is now protected against acci- 
dental changes. 
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Figure 24-1 1: The Medical Bill Tracker worksheet with sample data. 
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Figure 24-1 2: The Medical Bill Tracker worksheet showing totals. 
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the Workbook as a Template 

the patient worksheets. 



Choose Office ButtonOSave As. The Save As dialog box 
appears, as shown in Figure 24-13. 

3. Enter a name for the template. 

4. From the Save as Type drop-down list, choose Excel 
Template. 

5- Click Save. 

6. Close the template. 



Open a New Medical Bill 
Tracking Workbook 



h Choose Office ButtonONew. The New Workbook dialog 
box opens. 

2. Click My Templates. The New dialog box opens. 

3- Choose Medical Bill Tracking, as shown in Figure 24-14. 

4. Click OK. You can now safely enter data into a blank 
Medical Bill Tracker without the risk of modifying the 
original template and its formulas. 
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Figure 24-1 3: Save the workbook as a template. 
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Figure 24-1 4: Create a new workbook from the template. 
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Pinanciai future 

\m our life is taking shape right in front of you. You and your spouse want 

to buy a house, raise a family, and enjoy life happily ever after. Your 
personal future depends a lot on your financial future. Fortunately, Excel 
has several functions you can use to plan for the future you want. 

First, to maintain realistic expectations, you need to determine how much 
house you can afford to buy. But before you can buy the dream house, you 
know you must pay off some credit card debt. Also, from your own experi- 
ence, you know that college is expensive, and the costs are bound to get 
much higher by the time the kids are ready. Finally come your golden years. 
You dream of the house on the beach or traveling to exotic places. 

How are you ever going to save enough for that? This chapter shows you 
how to: 

Determine how much payments will run on that cute little ranch 
house down the street. Excel has a PMT function to help with that. 

Plan to pay off a credit card balance using the NPER function, which 
requires three key pieces of information: the interest rate, the current 
payment amount, and the credit card balance. 

Determine how much you need to save each month to reach a college- 
fund or retirement goal. Again, utilize Excel's PMT function. 




Get ready to . . . 

Plan to Purchase a House 

Prepare to Pay Off a 

Credit Card Balance 

"^Save for College or Retirement 
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to Purchase a House 



3. 
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5. 
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8. 
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R DREAM HOUSE. 



In cells A3 through A8, type House Price, Down 
Payment, Loan Amount, Interest Rate, Loan Term, and 
Monthly Payment. 

In cell B3, enter the house price. 

In cell B4, enter the down payment amount you plan 
on making. 

In cell B5, enter the formula =B3-B4. This gives the 
amount you will finance. 

In cell B6, enter the interest rate. Enter and format this 
amount as a percentage. 

In cell B7, enter the loan term. Usually for a house, this 
value is in years. (See Figure 25-1.) 



In cell B8, enter a PMT function to calculate the 
monthly payment. The PMT function has three required 
arguments (=PMT(RATE, NETPER, PV), so you enter 
=PMT(B6/12,B7*12,B5). (See Figure 25-2.) 

• RATE, which is the annual interest rate. You entered 
the Interest Rate in cell B6. To get a monthly rate, you 
divide this argument by 12. 

• NETPER is the term of the loan, which you entered in 
cell B7. Because this value is in years and you want 
monthly payments, you multiply this argument by 12. 

• PV represents the present value, which is the amount 
you will finance, not including interest. You calcu- 
lated this amount in cell B5. 

9. Apply any desired formatting to the cells. 
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Figure 25-1: Enter the values needed to calculate a home loan payment. 
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Figure 25-2: Using the Excel PMT function. 



Prepare To Pay Off a Credit Card Balance 




e To Pay Off a Credit Card 

00 kr 



7. In cell Dl, type PAY OFF CREDIT CARD. 

2. In cells D3, D4 and D5, type Monthly percentage rate, 
Current payments, Credit card balance, and Months 
until paid off, respectively 

3- In cell E3, create a formula to enter the monthly percentage 
rate you are paying on a credit card. For example, if you 
are paying a 21% annual interest, you enter =21%/12, or 
the 21% annual rate divided by 12 months, which dis- 
plays a value of .0175 (1.75%). (See Figure 25-3.) 

For ease in understanding the cell contents, format the cells using 
the following steps as you enter the data. 




4. In cell E4, enter your current payment amount preceded 
by a minus sign. Enter -150 if you are making $150 
payments every month against the credit card balance. 

5. In cell E5, enter the remaining balance on the credit 
card. Like the payments, this must be entered as a nega- 
tive value such as -3700. 

6. Create a NPER formula to calculate how many months 
it will take to pay off the credit card. The formula 
should read =NPER(E3,E4,E5). As you see in Figure 
25-4, the resulting answer shows how many months it 
will take to pay off the credit card balance. The NPER 
function has three required arguments: 

• Interest rate, which is usually given annually. You 
divide it by 12 to obtain a monthly rate. 

• Payment amount, which you enter as a negative 
amount. 

• Present value, which is the amount of the loan not 
including interest. 




See how much earlier you can pay the credit card off by entering a 
higher payment amount in cell B4. 



M'T * lotAi ■ Microsoft Im* 

not togcljynut ftminiit L-ili V** 

A" * 




■ ■ - 


m 


l'tr:tr*igf 


CenOilirtfiil r«mil!A-, - 


-T* DtiCE " 




ii - 


% - H. - 








]Q t-pttnM - 








§gfltt 


5*L 



i, 

2 

j. ■ 



1 OUR DRhAM HOLJSI- 



3 HOUSF PRUT 

A UOWN PAYMhNI 

TIloan amount 

F, INT t RE-SI HATE 

7 LOAN TERM 

8 J Mf 1 N r H l,Y PAYMENT 

9 ■ 

10 



l J AY tJF-K CRUJir t ARIJ 



300,000.00 
35,000.00 
165,000,00 
7% 

($1,0/0 l'l) 



Monthly percpntjge r.il^ 
Current payment 
Credit card balance 
Months until paid off 



1.75% 



Figure 25-3: Enter the annual interest rate divided by 1 2. 




Boofcl - Microsoft Excel 



Home Insert Page Layout Formulas Data Review View 



• - - . *H 



si' 



Number 



\% 




% » 1 


T68 


i°8 





Conditional Formattir 
Format as Table * 
Cell Styles - 

Stytes 



2_ 

3 



8 



9^ 
10 



200,000.00 
35,000.00 
165,000.00 

7% 
30 



PAYOFF CREDIT CARD 

Monthly percentage rate 
Current payments 
Credit card balance 
Months until paid off 



1.75% 
(150.00) 
(11,653.00) 



-49.48 



($1,070.19) 



Figure 25-4: Using the Excel NPER function. 
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UR SAVINGS GOALS. 

In cell A 14, type Savings Goal Amount. 

In cell A15, type Interest Rate. 

In cell A16, type Years to Goal. 

In cell A17, type Current Savings. 

In cell A18, type Monthly Amount to Save. (See 
Figure 25-5.) 

In cell B14, enter the savings goal amount. 

In cell B15, enter the annual interest rate. 

In cell B16, enter the number of years you have until 
you need the money for college or retirement. 

In cell B 1 7, enter the amount you already have saved 
toward the goal. 

In cell B18, create a PMT formula that includes the 
interest rate, term, and amount. You also need to add 
one of the optional arguments; the future value argu- 
ment. This time, the PMT formula format is =PMT(inter- 
est rate, term, current value, future value) so you should 
enter =PMT(B15/12, 616*12,617,614). The PMT func- 
tion actually has two optional arguments which are 

• Future Value, which is the balance of the loan after all 
payments have been made. You do not need to enter a 
future value unless the value at the end is not equal to 
zero. In this example, the end goal is your savings goal. 

• Payment Type one or zero, which indicates whether 
the payment occurs at the beginning of the month 
(1) or the end of the month (0). 

Format the cells as desired. Figure 25-6 displays an 
example. 
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Figure 25-5: See how to reach your savings goals by using following the Excel function. 
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Figure 25-6: Format the worksheet so you can easily review the numbers. 
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Sort command for, 93 

toolbar for, 92 
spell checking, 114, 164 
styles 

chart color and theme, 109 
formatting cell, 60 
organization chart, 206 
subtotals 
collapsing heading for, 129-130 
copying or removing, 131 
creating multiple, 130 
generating worksheet, 128 
showing/hiding individual, 129 
using, 125 
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tables 

adding to charts, 108 

copying from Word into Excel, 181 

creating commission, 210 

deleting in Word, 178, 180 

dragging into PowerPoint, 187 

formatting cells as, 60 

importing data to Access, 192-194 
tabs, 6, 75, 77 
templates, 88, 89, 222 



text 

annotating worksheets with, 66 

AutoCorrect options for, 165 

editing placeholder, 203 

entering on organization charts, 202-204 

filtering, 139 

finding words in thesaurus, 165 

headings for medical cost tracker, 21 6 

rotating and wrapping, 54 

spell checking, 114, 164 
3-D charts, 111-112 
titles 

cell, 52 

chart, 102, 107 

freezing worksheet, 86 

printing column and row, 118 
totals. See also subtotals 

commission calculator, 213 

creating formulas for medical cost, 21 6 

medical cost tracker, 220-221 

PivotTable, 153-154 
tracking 

medical costs, 215-222 

shared workbook changes, 1 74 
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undo, 18 

ungrouping outlines, 133 
unlocking cells, 40, 43, 214 
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validating data, 24-25, 217 
viewing 
chart titles, 107 

formulas instead of results, 36 
multiple comments, 173 
workbook properties, 13 
views, worksheet, 85 
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copying Excel cells to, 178 
copying table to Excel, 1 81 
embedding worksheets in, 180 
inserting and editing worksheets in, 179 
mail merge letters and labels, 182-184 
using with Excel, 177 
workbooks. See also shared workbooks; worksheets 
adding manual page break to, 115 
cell formulas hidden in, 44 
creating from existing file, 89 
cross-referencing other, 79 
data hidden in, 43 
deleting worksheets, 74 
e-mailing, 121 

formulas referencing other worksheets, 78 
hiding open, 38 
inserting worksheets in, 74 
macros in, 159-160 
making template of worksheets, 88 
marking as final, 39 

moving or copying worksheets to different, 76 
paper orientation and size of printed, 116 
passwords for, 42-43 
previewing before printing, 11 5 
printing, 116, 119-120 
protecting worksheets, 41 
read-only, 38 
renaming, 11 
revision markers in, 176 
rows and columns hidden in, 40 
saving, 9-10 

specifying and viewing properties, 13 
unlocking cells, 40, 43, 214 
worksheets hidden in, 77 
zooming in/out, 84 
worksheets. See also sorting data; workbooks 
active cell for, 1 6 
adding, 74 

aligning graphics on, 71 
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annotating, 66 

AutoOutline for, 132-133 

changing tab colors for, 77 

commission calculator, 209-214 

comparing, 88 

copying and pasting data, 20 

cross-referencing other workbooks, 79 

defined, 73 

deleting, 74 

duplicating, 75, 219 

editing or deleting cell data, 1 8 

embedding in Word, 180 

entering cell data in, 17, 43 

extending series with AutoFill, 21 

fitting to page, 117 

format and print options for medical cost tracker, 21 8 

freezing titles of, 86 

generating references to other, 78 

hyperlinks in, 80 

images on, 65 

inserting into Word, 1 79 

linking to Access database, 194, 195-196 

manipulating graphics in, 69 

moving or copying to different workbook, 76 

naming and working with cell ranges, 22-23 

navigating between, 16 

number of columns and rows in, 15 

password-protected, 43 

placing arrows on, 64 

printing, 121 

protecting, 41, 219 

renaming, 75 

saving charts on, 105 

selecting multiple cells, 19 

showing/hiding, 77 

switching view modes for, 85 

template saved from, 88 

transferring filtered data to new, 144 

updating links to, 180, 189 

validating data entry, 24-25 

working with subtotals, 128-131 

zooming in/out, 84 



